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RESOLUTTON 2009-049

A RESOLUTION AUTHORIZING THE CITY OF SHERWOOD EMERGENCY
MANAGEMENT PLAN AND AUTHORIZING THE EMERGENCY PROGRAM
MANAGER TO MAKE THE REVISIONS NECESSARY TO KEEP THE PLAN
UPDATED AND CURRENT

WHEREAS, the City of Sherwood Emergency Management Plan (herein referred
to as EMP) provides a framework to guide the City of Sherwood's effort to mitigate and
prepare for, respond to, and recover from major emergencies or disasters, and;

WHEREAS, the EMP describes the roles and responsibilities of emergency
responders in the City of Shenruood and sets forth general policies, and documents the
guidelines and agreements that have been reached in order to integrate all emergency
response systems into a program for comprehensive emergency management; and;

WHEREAS, the EMP is a living, working document and will be updated as
necessary by the Emergency Program Manager to reflect changes such as current
staffing, resources, geographic descriptions, current events, and other items necessary
to keep the Plan current.

NOW, THEREFORE, THE CITY OF SHERWOOD RESOLVES AS FOLLOWS:

Section 1. The City of Sherwood Emergency Management Plan attached hereto as
Exhibit A and Emergency Operations Guide as Exhibit B are hereby approved and
adopted.

Section 2. The Resolution shall be effective upon its approval and adoption.

Duty passed by the City Council this 16th day of June 2009.

ATTEST:

Resolution 2009-049
June 16.2009
Page I of 1, with Exhibit A (257 pSs) & Exhibit B (83 pgs)
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SECTION 5 
CALL LISTS 

Note: Due to the confidential nature of the information
contained in Section 5, it is not available for Public Display. A
copy of Section 5, (Call Lists) may be found in the City of
Sherwood Recorder’s Office.
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Emergency 

Operations 

Guide

EMERGENCY PHONE NUMBERS
• Go to Enclosures 1 and 2 (page 63 & 65)

CHECKLIST – INCIDENT COMMANDER 
• Go to Tab 1 (page 15)

CHECKLIST – PUBLIC INFORMATION OFFICER  
• Go to Tab 2 (page 19)

CHECKLIST – LIAISON OFFICER 
• Go to Tab 3 (page 23)

CHECKLIST – OPERATIONS SECTION 
• Go to Tab 4 (page 25)

CHECKLIST – PLANNING SECTION 
• Go to Tab 5 (page 29)

CHECKLIST – LOGISTICS SECTION 
• Go to Tab 6 (page 37)

CHECKLIST – FINANCE/ADMINISTRATION SECTION 
• Go to Tab 7 (page 47)

CHECKLIST – MAYOR / CITY COUNCIL
 Go to Tab 8 (page 59)
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I. INTRODUCTION AND PURPOSE
This City of Sherwood Emergency Operations Guide (EOG) is intended to simplify the initial 
phases of emergency response and recovery operations for the City’s Incident Management 
Team (IMT).  The purpose of this document is to help members of the IMT decide the critical 
first steps to take in an emergency, 1) whether or not to implement the Basic Emergency 
Operations Plan (EOP) and then 2) whether or not to activate the Emergency Operations 
Center (EOC) and start to work with emergency responders in the field.  Whether the EOC is 
activated or not, this document will serve primarily as a guide for actions to be completed in 
responding to an emergency and in connection with activities in the field. 

This Guide is intended supplement, but NOT to replace the Emergency Management Plan 
(EMP) in total or the Basic Emergency Operations Plan.  City staff with emergency 
management responsibilities should be familiar with those plans as they affect either their day-
to-day activities or their emergency management assignments.  For quick reference, this guide 
contains checklists for the City Manager and his/her staff, for members of the City Council, for 
each City department director, and for specific positions identified as members of the EOC 
staff.  It is recommended that department directors become familiar with each other’s 
checklists.  This will facilitate understanding, cooperation and teamwork in an emergency or 
disaster. 
II. ABBREVIATIONS AND ACRONYMS

CERT – Community Emergency Response Team(s) 
DHS – US Department of Homeland Security 
EAS – Emergency Alert System 
EMO – Emergency Management Organization 
EMP – Emergency Management Plan 
EMS – Emergency Medical Services 
EMT – Emergency Medical Technician 
EOC – Emergency Operations Center 
EOG – Emergency Operations Guide 
EOP – Emergency Operations Plan 
ESF – Emergency Support Function 
FEMA – Federal Emergency Management Agency 
HSAS – Homeland Security Advisory System 
HAZMAT – Hazardous Materials 
IAP – Incident Action Plan 
IC – Incident Commander 
ICP – Incident Command Post 
ICS – Incident Command System 
IMT – Incident Management Team 
LE – Law Enforcement 
LEDS - Law Enforcement Data System 
MAC Group – Multi-Agency Coordination Group 
NIMS – National Incident Management System 
NRF – National Response Framework 
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OCEM – Office of Consolidated Emergency Management (Washington County) 
ODP – US Office of Domestic Preparedness 
OEM – Oregon State Office of Emergency Management 
OERS – Oregon Emergency Response System 
PIC – Public Information Center 
SIP – Shelter in Place 
TVF&R – Tualatin Valley Fire & Rescue 
WCCCA – Washington County Consolidated Communications Agency (Washington 
County 9-1-1) 

III. GENERAL
The City of Sherwood has established an emergency program consistent with its 
authority under Oregon revised statutes 401.305 to 401.335.  Organized under 
the auspices of the Mayor and City Council, and under the supervision of the City 
Manager, the emergency program has both administrative and operational 
components. 
A. Administration

The City’s Management Team administers the EMP when convened as
the Emergency Management Steering Committee.  The Emergency
Management Coordinator provides management and administrative
support for the Committee and the EMP.  Checklists and Guidelines for
each member of the Management Team begin on page 13.

B. Concept of Operations
During emergency response and recovery, many members of the City of
Sherwood Management Team are assigned to the Incident Management
Team (IMT).  The IMT will carry out policies and procedures outlined in
the EMP, this Guide, and the City of Sherwood Basic Emergency
Operations Plan (EOP).  Depending upon the nature of the incident and
the needs of the Incident Commander (IC), the IMT may staff the
Emergency Operations Center (EOC), or respond to other locations as
directed by the IC.  The City Manager has the option of serving as the IC
or appointing an individual to serve as IC.

IV. ACTIVATION
The Incident Management Team IMT) may be activated by the City Manager, 
Incident Commander, Police Chief, or by any department director.  Activation 
shall begin by contacting Team members directly, using the notification list in 
Enclosure 2. 

 The Incident Command System (ICS) goes into effect any time a City 
employee first responds to the site of an emergency.  The first responder (City 
employee) becomes the Incident Commander (IC), and is in charge of the 
incident until it has been resolved; or until relieved by a higher ranking official 
from the City; or by an official from the lead responding agency.  Ultimate 
command authority lies with the City Manager. 
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Notification of emergencies may also be received from: 

The Emergency Alert System (EAS); 
Washington County Consolidated Communications Agency (WCCCA); 

 TVF&R 
Washington County Emergency Management (Washington County EOC) 
Oregon Emergency Management; 

 or from the public. 

WCCCA-911 is the 24-hour notification point for the City of Sherwood, and is 
responsible for notifying City contacts.  The list of Incident Management Team 
members appears on page 10.  Levels of Emergency Operations correspond 
to incident complexity as described below (more specific information is contained 
in Section 3 of the EMP – General and Hazard-Specific Guidelines): 

1. Expanded Operations – Uncommon Events and Non-Routine Operations
2. Major Emergency Operations
3. Disaster Operations

 
 

Uncommon Events – Events which impact day-to-day City operations, but do 
not necessarily have an adverse impact on City residences and businesses. 
Uncommon Events include:  

 Robin Hood Festival 
Cruisin’ Sherwood 

 Onion Festival  
Holiday Tree lighting ceremonies   
Major High School sporting events 

Organization - At the discretion of the City Manager, an Incident Commander 
(IC) or Event Coordinator (EC) may be designated. The organization will 
generally be internal to IC/EC’s agency, or may include representation from all or 
part of the City Staff.   
Notification - The City Manager and Emergency Management Coordinator will 
be informed of any incident that is likely to result in media attention. 

Uncommon Events
(Scheduled and Unscheduled)
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Non-Routine Operations – Events having a significant impact on the 
operational resources of the City, but which are normally short-lived and do not 
adversely impact large geographical areas of the City or significant numbers of 
residents or businesses. Examples of non-routine operations include: 

Incidents like multi-alarm fires 
Accidents on a major arterial resulting in traffic rerouting, or  
Planned events like a major political rally. 

Organization - At the discretion of the Incident Commander, the organization will 
generally be internal to his or her agency, or may include representatives of the 
Incident Management Team.  The Incident Commander will determine the need 
for specific members of the Command Staff (Public Information Officer, Safety 
Officer, or Liaison Officer) or of the General Staff (Operations, Planning, 
Logistics, or Admin/Finance Section Chiefs).  If activation is requested, the IC will 
determine reporting time and location.  

Notify the following as soon as possible:

 City Manager  
 Emergency Management Coordinator 

Tualatin Valley Fire and Rescue, South Battalion Chief (C-6) * 
 Police Chief  

Assistant City Manager/City Recorder 
Office of Consolidated Emergency Management or Washington County EOC (If 
activated) 

* The TVF&R Battalion Chief Chief can be contacted directly, or through
WCCCA-911, by requesting they page the on-call TVF&R IMT Incident
Commander.

Non-Routine Operations
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Major Emergency Operations - Events that significantly impact ALL of the 
City’s operational resources and large portions, if not all of the City’s residents 
and businesses. Major Emergency Operations may be local or regional in scope, 
but will normally involve multiple operational periods. Examples include:  

Hazardous Material release resulting in evacuation of one or more 
neighborhoods and establishment of local shelters 
Severe storm that disrupts City operations for more than one day
Moderate earthquake

Organization - Activation of the City’s emergency management organization is 
at the discretion of the City Manager following consultation with the IMT. IMT
members should ensure the well-being of their families before reporting, in 
the event the EOC is activated.  In addition, off-duty police, fire, public works 
and administrative staff may be requested to report to work. 

Notify the following as soon as possible:

 City Manager  
 Emergency Management Coordinator 

Tualatin Valley Fire and Rescue, South Battalion Chief (C-6) (The Chief can be 
contacted directly, or through WCCCA-911, by requesting they page C-6.) 

 Police Chief  
Assistant City Manager/City Recorder 

 Incident Management Team members 
Office of Consolidated Emergency Management or Washington County EOC (If 
activated)  
Mayor 
Oregon Emergency Response System (OERS) 1-503 378-6377 (For HazMat 
incidents TVF&R protocol calls for OERS notification) 

Some emergencies require a self-triggered response.  For example, in a wide-
area emergency where internet, telephone, cellular or pager service is 
interrupted, the IMT should ensure the safety and well being of their families 
before reporting to the EOC (when activated).  The Emergency Alert System 
(EAS) may also be used to notify personnel to respond to the EOC. 

The instructions for contacting members of the Incident Management Team are 
located in Enclosure 2, page 65. 

Major Emergency Operations
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Disaster Operations. Those events that are typically regional in scope, and 
affect all of the City’s residents and businesses. They imply significant and 
lasting damage to the region’s infrastructure of arterials, and public utilities. They 
will often involve the authorization of Emergency Powers as delineated in the 
Basic Emergency Operations Plan. Centralized communication for the dispatch 
and management of emergency response resources are severely impacted or 
non-existent. Disaster Operations will typically involve multiple operational 
periods. Example:  

Strong to severe Subduction Zone earthquake resulting in 
multiple fatalities and serious damage to the City’s infrastructure.

In Disaster Operations, all Standing EOC Staff will report immediately to the 
EOC for activation.  IMT members should ensure the well-being of their 
families before reporting.  In addition, off-duty police, fire, public works and 
administrative staff will immediately report to their supervisor for assignment.
Extended shifts and extraordinary staffing assignments are to be expected in 
Disaster Operations. Due to EOC staff availability, it may be necessary for the 
Incident Commander to make assignments to positions that are out of the norm 
for standing assignments. 

As quickly as possible, Situation and Resource Status reports will be gathered to 
assess the local situation. 

Upon activation of the EOC, notify the following as soon as possible:

 City Manager  
Mayor 
Tualatin Valley Fire and Rescue, South Battalion Chief (C-6) (The Chief can be 
contacted directly, or through WCCCA-911, by requesting they page C-6.) In 
some circumstances it may be necessary to make contact via TVF&R Station 
#33 by courier or via Amateur Radio to TVF&R Fire Operations Center 
Washington County Emergency Operations Center   
Oregon Emergency Response System (OERS) 1-503 378-6377  

Due to the nature of the Pacific Northwest, events that will result in Disaster 
Operations will almost always be self-triggering, resulting in the need for all City 
staff to respond as quickly as they are able to first ensure the safety and well 
being of their families before reporting to the EOC for assignment. 

Disaster Operations
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V. Incident Management Team (IMT) Members:

Incident Commander Jim Patterson, City Manager; Craig Sheldon, 
Director of Public Works; Jeff Groth, Chief of 
Police;  or as Designated 

 Safety Officer As designated 
 Liaison Officer Sylvia Murphy, City Recorder or as designated 
 Information Officer Kristen Switzer, Community Services Manager 

or as designated 

Operations Section Chief Capt Jim Reed, Darren Caniparoli or Rich 
Sattler, or as designated. Assigned by lead 
agency - Depending on the nature of the 
incident 

Planning Section Chief Tom Pessemier, Community Development 
Director; Julia Hajduk,  or as designated 

 Resources Unit Jason Waters or as designated 
 Situation Unit Julia Hajduk, Bob Galati or as designated 
 Documentation Unit Debra Czysz or as designated 
 Damage Assessment Team(s) Scott McKie or as designated 
 Technical Specialists (GIS) Paul Ortiz

Logistics Section Chief Anna Lee or as designated 
 System Administration Brad Crawford, Information System 

Administrator 
 Volunteer/Donations Unit Leader Olivia Cashman, Volunteer Coordinator or as 

designated 
  Amateur Radio Station Mgr Anthony Meyernik or as available 

Finance/ Admin Section Chief Julie Blums or as designated 
 Time Unit Brenda Graves
 Procurement Unit Barb Henkes
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A. MANAGEMENT CHECKLISTS

The following checklists are designed to assist the City Manager, City Executive 
Managers, and members of the Sherwood Incident Management Team (IMT).  The 
Checklists are divided into Immediate and Ongoing Actions, Legal, Political, 
Operational, and Public Information. 

Immediate Actions

_____ Establish contact with the Incident Commander. 

_____  Assess the situation.  Determine the impact upon citizens, City employees and 
their families.  Are there any injuries or deaths?  Has the threat passed or are 
people still in danger? 

_____ Determine the impact on City property, facilities and infrastructure. (Map and 
overlays at Enclosure 9 may prove helpful.)  Are there threats to the 
environment or public health?  If so, initiate appropriate remedial action. 

_____  Establish contact with the Mayor and inform him/her of the situation. 

_____ Begin personal log.  (Note:  The log will be a record of actions taken and 
documentation if liability issues are raised later.) 

_____ Assign staff (if available) to assist in the incident as requested by the Incident 
Commander. 

_____  Determine when the initial status reporting and planning meeting is scheduled. 

_____  Determine the need to participate in a Unified Command organization. 

_____  Confirm incident charge code. 

_____  Determine need to authorize Emergency Powers as delineated in Sherwood 
Municipal Code Chapter 2.38 “Emergency Code”. 

_____  Estimate how long the EOC (if Activated) will need to be operational. 

_____ Determine need to activate City Staff emergency family shelter. 

Ongoing Actions

_____ Attend Planning Meeting(s). 



CITY OF SHERWOOD EMERGENCY OPERATIONS GUIDE
Emergency Management Plan June 2009 

12

_____ Provide recurring updates to elected officials (Mayor and City Council) 
regarding status and progress of the incident response. 

Legal

_____ Determine the need to assign legal staff to advise the Incident Commander and 
Incident Management Team. 

_____ Review legal responsibilities and authorities: 
 Emergency Declarations 
 Emergency Powers 
 Lines of succession 

Intergovernmental obligations for service/mutual aid 
 Procurement processes 
 Other restrictions 

Political 

_____ Assess impact of event on community from political perspective. 

_____ Inform elected officials (Mayor and City Council) with regard to event, its 
impact, the City’s response, expected duration, and projected long-term results. 

_____ Assist in coordinating activities with elected officials as requested. 

_____ Ask elected officials to request assistance from public and private organizations 
as necessary. 

Operational

_____ Assess the impact of the incident on individual departments’ day-to-day 
activities.  Notify City Manager when critical time-lines and activities will be 
negatively affected. 

_____ Reassign personnel to support incident activities and cover essential 
departmental services. 

Public Information

_____ Assist in incident information management as requested. 

_____ Remind City employees to refer requests for incident information to the Public 
Information Officer or to the Public Information Center. 

_____ Prepare statements from the Incident Commander for release to City 
employees, to the media, and the general public. 

_____ Track and analyze rumors to include sources, transfer agents, life expectancy, 
etc. 
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B. EMERGENCY MANAGEMENT ORGANIZATION

Based on the Incident Command System (ICS), all of the positions identified in 
this chart constitute the Sherwood Incident Management Team (IMT).

In a major emergency or disaster, it is recognized that the IMT probably 
will not have adequate staff or adequate resources.  There will probably 
not be unit leaders to handle all o the functions listed below.  These 
functions are listed ONLY to give IMT members an idea of some of the 
activities they may be coordinating with units in the field or outside aid 
agencies, in the event of an extended emergency situation.

 
 

   Public Information Officer City Attorney

Safety Officer Liaison Officer

Law Enforcement Branch Resources Unit Supply Unit Time Unit 
Fire Branch Situation Unit Food Unit Cost Unit 
Public Works Branch Demobilization Unit Medical Unit Procurement Unit 
Incident Command Post  Documentation Unit Facilities Unit Comp/Claims Unit 
Staging Area(s) Damage Assessment - System Administration
CERT(s) Technical Specialists Communications Unit

- Amateur Radio Station
. Ground Support Unit

Volunteer/Donations

When TVF&R is the lead agency, a TVF&R representative will be asked to advise the 
Operations Section Chief. 

Incident Commander

Operations 
Section Chief

Planning 
Section Chief

Logistics 
Section Chief

Finance/Admin 
Section Chief
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C. Hazard Response Responsibilities. City Departments involved in emergency
response shall retain their identity and autonomy during a declared State of Emergency or
Major Disaster.
Each hazard identified within this plan has one Department identified as "lead agency," 
tasked with planning for that hazard in all phases and all activity levels.   
In most instances, the Incident Commander will be assigned from the “lead 
agency.” 
This does not preclude the use of a unified command approach to incident management if 
such actions are appropriate. 
Type of Hazard Lead Agency City Support 
Weather (ice, wind, & snow storm, etc) Public Works Police 
Hazardous Materials/Radiological TVF&R      Police/Public Works 
Pandemic   County Health Police/Public Works  
Disruption of Transportation System Police/TVF&R Public Works  
Earthquake  Public Works Police 
Major Fire/Explosion TVF&R Police/Public Works 
Utility System Failure Public Works Police 
Flood   Public Works  Police 
Civil Disorder & Terrorism Police  Public Works  
Volcanic Eruption Public Works  Police 
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VI. INCIDENT COMMANDER

The Incident Commander (IC) is responsible for the overall management of the 
emergency, the development and implementation of goals and objectives, and for 
approving the ordering and release of resources.  Command may be single, or unified 
with Command personnel from other agencies or jurisdictions who share authority for 
the incident.  The City Manager has statutory responsibility for operations within the City 
of Sherwood.  Any functions not delegated by the Incident Commander remain the 
responsibility of the Incident Commander. 

IC Reports to: City Manager
Reports to IC: Incident Management Team:  Public 

Information, Liaison, and Safety Officers; 
and Operations, Planning, Logistics, and 
Finance/ Admin Section Chiefs. 
City Attorney, Emergency Management 
Coordinator

The following checklist is a guideline for the Incident Commander.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Supervise the Incident Management Team.  Ensure the welfare and safety of 
City and other personnel responding to the incident. 

____ Obtain initial briefing from current Incident Commander and/or City Manager. 
____ Confirm Declaration of Emergency with City Manager or with Mayor in absence 

of City Manager as per Sherwood Municipal Code 2.38.030. 

____ Ensure OERS is contacted to obtain Incident # (Planning) 

____ Assess incident situation. 

Review the current situation status and initial objectives. 
Verify that first response actions are underway to protect employees and 
citizens. 
Ensure that all agencies (TVF&R, Sheriff’s Office, Washington County 
EOC or Washington County Emergency Management, adjacent 
jurisdictions, etc.) impacted by the incident are notified. 

____ Determine need for, establish and participate in Unified Command. 

____ Authorize protective action statements as necessary: 

Verify and authorize evacuation or shelter-in-place (SIP) requests as 
necessary. 
Authorize use of the Emergency Alert System (EAS) to alert and warn the 
public. 
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____ Activate appropriate Command and General Staff (IMT) positions.  Safety Officer
(from TVF&R) must be appointed on hazardous materials incidents: 

Confirm dispatch and arrival times of activated resources 
Activate the Emergency Operations Center (EOC).  Ensure key personnel are 
aware of the location and status of the EOC 
Confirm work assignments 

____ Determine appropriate reception, assembly and staging areas. 

____ Direct the call back of off-duty personnel as needed (keep in mind the possible 
need to staff additional shifts). 

____ Brief staff: 
Identify incident objectives and any policy directives for the management 
of the incident. 
Provide a summary of current organization. 
Provide a review of current incident activities. 
Determine the time and location of first status reporting and planning 
meeting. 
Define the necessary level of security based on recommendations of the 
Police Chief. 

____ Determine information needs and inform staff of requirements. 

____ Determine status of disaster/emergency declaration and delegation of authority. 

____ Ensure that the City Manager has been notified of the incident, and keep him/her 
informed as to incident status and activities.  

____ Establish parameters for resource requests and releases: 
Review requests for critical resources. 
Confirm who has ordering authority within the organization. 
Confirm delegation level(s) for ordering resources  
Confirm those orders that require Command authorization. 

____ Authorize release of information to the media.  If operating within a Unified 
Command, ensure all ICs approve release. 

____ Establish level of Planning to be accomplished: 
Written Incident Action Plan (IAP) 

 Contingency Planning 
Formal Planning Meeting(s) 
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____ Ensure planning meetings are conducted on a regular basis: 

____ Approve and authorize implementation of the Incident Action Plan (IAP).  (The 
IAP format is in Enclosure 5 to this Guide.) 

____ Ensure Incident Management Team coordination. 
 
____ Declare state of emergency as necessary.  Request a special session of the 

Council to ratify declaration.  Ensure declaration is forwarded to Washington 
County Consolidated Emergency Management and Oregon Emergency 
Management.   

 
_____ Summarize all significant actions, information on Unit Log (at Enclosure 4). 

____ Review applicable parts of Section 3 to EMP (Hazard-Specific Guidelines) 

____ Approve and authorize implementation of IAP: 
Review IAP for completeness and accuracy 
Verify that objectives are incorporated and prioritized 

 Sign ICS Form 202 

____ Ensure Command and General Staff coordination: 
Periodically check progress on assigned tasks of Command and General 
Staff personnel 
Approve necessary changes to strategic goals and IAP 

 Ensure Liaison Officer is making periodic contact with participating 
agencies 

Agenda Item
Briefing on situation/resource status 

Discuss life safety issues 

Set/Confirm Incident Objectives 

Plot Control Lines/Division Boundaries

Specify tactics

Determine resources needed

Specify facilities and reporting locations 

Develop resource order 

Consider communications, medical and 

transportation requirements. 

Provide financial update 

Discuss interagency liaison issues 

Consider information issues  

Finalize, approve, and  implement  Plan (IAP) 

Sample Planning Meeting Agenda:
(For Preparing Incident Action Plan)

Meeting should last 30 - 45 minutes. NO more than 60 minutes

Responsible Party
Planning/Operations Sections 

IC/Safety Officer (If Assigned) 

Incident Commander 

Operations Section 

Operations Section 

Operations/Planning Sections 

Operations/Planning/Logistics Sections 

Logistics Section 

Logistics/Planning Sections 

Admin/Finance Section 

Liaison Officer 

Public Information Officer 

Incident Commander 
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____ Keep City Manager, Mayor, and City Council informed regarding incident-related 
problems and progress. 

____ For incidents involving multiple operational periods provide Transfer of Command  
briefing, to include: 

 Current situation and prognosis 
Resources remaining and their status 
Particular areas of concern (political, community interest, etc.) 
Logistical support needed or retained 
Turnover of appropriate incident documentation 

____ Ensure conduct of Team Closeout meeting (facilitated by Planning Section) 

Address Lessons Learned from perspective of continuous improvement 
and NOT association of blame or failure with specific individuals 
Identify personnel and/or sections deserving of particular praise 
Identify areas in Emergency Management Plan  or Emergency Operations 
Guide that require revising based on  Lessons Learned 
Identify additional training needed for IMT staff 

____ Conduct Close-out Briefing with City Manager, Mayor, and City Council, which 
should include the following: 

 Incident Summary 
Discussion of major events within the incident that may have lasting 
ramifications 
Turnover of appropriate incident documentation, to include components 
that are not yet finalized  
Provide an opportunity for City Manager, Mayor, City Council to raise 
concerns prior to incident ending/IMT demobilization. 
Final evaluation of incident management by City Manager, Mayor, and/or 
City Council 

____ Transmit/publish “Thank You” letter to ALL IMT/EOC staff and volunteers 
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VII. PUBLIC INFORMATION OFFICER

The Public Information Officer (PIO), a member of the Incident Management Team and 
of the Command Staff, is responsible for interfacing with the public and media and/or 
with other agencies with incident−related information requirements. The Public 
Information Officer gathers, verifies, coordinates, and disseminates accurate, 
accessible, and timely information on the incident’s cause, size, and current situation; 
resources committed; and other matters of general interest for both internal and external 
consumption.  
The Public Information Officer may also perform a key public information monitoring 
role. Only one Public Information Officer should be designated per incident. Assistants 
may be assigned from other supporting/assisting agencies, departments, or 
organizations involved. The IC must approve the release of all incident−related 
information, which is then provided to the Mayor for distribution to the City Council, and 
to the media, public, and other appropriate agencies and organizations. 

Public Information Officer reports to: Incident Commander

Reports to You: Assistant PIO (if available),
Public Information Center 
Manager

Employee & Family
Information

Public Information Center
Manager

Public
Information

Officer

The following checklist is a guideline for the Public Information Officer.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from the Incident Commander. 

Determine current status of Incident. 
Identify current organization (ICS Forms 201, 203, and resource lists. 
Determine point of contact for media (incident scene or EOC). 

 Determine current media presence. 
Consider a location and schedule of press releases and briefings for the 
public, City employees and their families. 

____ Participate in City Manager’s briefing 
Determine any/all constraints on information process 
Determine pre-existing agreements for information centers, Joint 
Information Centers (JICs), etc. 
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____ Assess need for special alert and warning efforts, including the hearing impaired, 
non-English speaking populations, etc. 

____ Coordinate with Logistics Section activation and staffing of Public Information 
Center (PIC) (message center with "rumor control" lines to receive requests and 
answer questions from the public) with appropriate phones and staffing.  

Ensure publication of PIC phone numbers and hours of operation to the 
general public and IMT staff. 

 Provide statement to PIC operators. 

____ Coordinate (as necessary) development of door-to-door protective action 
statements with Operations. 

____ Determine status of alert and warning, and use of the Emergency Alert System. 
With the IC, determine who will be responsible for managing alert and warning. 

____ Prepare initial information summary as soon as possible after activation.  If no 
other information is available, consider the use of the following general 
statement: 

We are aware that an (accident/incident) involving (type of 

incident) occurred at approximately (time), in the vicinity of 

(general location).  Emergency crews are responding, and 

we will have additional information available, as we are able 

to confirm it.  We will hold a briefing at (location), and will 

notify the press at least ½ hour prior to the briefing.  At this 

time, this briefing is the only place where confirmed 

information will be available.  Thank you for your assistance.

____ Arrange for necessary workspace, materials, telephones, and support staff. 

____ Consider assigning Assistant PIO’s to: 

Joint Information Center (JIC) 
Field (scene) Information 

 Internal Information 

____ Review applicable parts of Section 3 to EMP (Hazard-Specific Guidelines), 
Section 2-E (Public Information), and Section 2-C (Alert and Warning) 
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____ Coordinate with Planning Section Chief and Incident Commander messages to 
the public relating to volunteers and/or donations. This will be an ongoing task. 

____ For coordination and assistance, establish contact with Washington County 
Public Information Officer. 

Coordinate all media releases with Washington County PIO 
If no other means available, establish contact via Amateur Radio 

____ Establish contact with local and national media representatives as appropriate. 

____ Select location of briefing area for media and public, away from EOC. 

____ Establish schedule for news briefings. 

____ Obtain current incident status reports from Planning Section; coordinate a 
schedule for updates. 

____ Observe constraints on the release of information imposed by the Incident 
Commander and in accordance with City of Sherwood policy

____ Obtain approval for information release from Incident Commander. 

Confirm details to ensure NO conflicting information is released. 
Identify site and time for press briefings, and confirm participation by other 
Incident Management Team members. 
Confirm who can authorize information releases in the absence of the IC. 

____ Release news to media, and post information in EOC and other appropriate 
locations. 

____ Record all interviews and copy all news releases:

Contact media to correct erroneous or misleading information being 
provided to the public via the media. 

____ Update the IMT regularly.  Provide standard statements, which can be used for 
general requests for information. 

____ Employing the Joint Information System (JIS) coordinate information releases 
with PIO’s from other impacted jurisdictions.  Ensure that information provided to 
the public is consistent across jurisdictional boundaries when appropriate. 

____ Participate in planning meetings (See Sample Agenda Pg 17). 

____ Summarize all activity on Unit Log (ICS-214 Form at Enclosure 4). 
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Intentionally Left Blank 



CITY OF SHERWOOD EMERGENCY OPERATIONS GUIDE
Emergency Management Plan June 2009 

23

VIII. LIAISON OFFICER

The Liaison Officer, a member of the Incident Management Team, is the Incident 
Command’s point of contact for representatives of other governmental agencies, NGOs, 
and/or the private sector (with no jurisdiction or legal authority) to provide input on their 
agency’s policies, resource availability, and other incident−related matters. Under single 
IC structure, representatives from assisting or cooperating agencies and organizations 
coordinate through the Liaison Officer.  
Agency and/or organizational representatives assigned to an incident must have the 
authority to speak for their parent agencies and/or organizations on all matters, 
following appropriate consultations with their agency leadership.  
Assistants and personnel from other agencies or organizations (public or private), 
external to the City of Sherwood, and involved in incident management activities may be 
assigned to the Liaison Officer to facilitate coordination. 
These agencies may include representatives from other police and fire agencies, Red 
Cross, public works and engineering organizations, State and Federal agencies, etc. 

Report to: Incident Commander

Assists You: Outside agency representatives, 
additional staff if available, 
volunteers.

 

The following checklist is a guideline for the Liaison Officer.  You are encouraged 
to modify or change the list as necessary.  Note that some of the activities are one-time 
actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Incident Commander. 

Obtain summary of Incident status and the City’s response. 
Obtain summary of incident organization (ICS Forms 201 and 203).  

 Determine companies/agencies/non-governmental organizations (NGO) 
already involved in the incident, and whether they are assisting (have 
equipment and/or personnel assigned to the organization) or cooperating 
(operating in a support mode "outside" the organization). 

Liaison  
Officer 

Agency/Jurisdiction 
Representative 

Agency/Jurisdiction 
Representative 

Agency/Jurisdiction 
Representative 
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____ Obtain pertinent assisting and cooperating agency information, including: 
 Contact person(s) 
 Radio frequencies 
 Phone numbers 
 Cooperative agreements 
 Resource type 
 Number of personnel assigned 

Condition of assigned personnel and equipment 
Agency constraints and/or limitations 

____ Operate out of the EOC or establish a location for the liaison function.  Notify 
agency reps and Command/General staff of location. 

Establish workspace for Liaison function  
____ Contact and brief assisting/cooperating agency representatives and mutual aid 

providers: 

Fire -Tualatin Valley Fire and Rescue, and other assisting agencies. 
Law Enforcement - Washington County Sheriff and other assisting 
agencies 
Public Works - Washington County Land Use and Transportation and 
other assisting agencies. 
Washington County Emergency Management. 
Emergency Medical Services – (EMS) 
American Red Cross 
Other outside agencies providing assistance. 

____ Review applicable parts of Section 3 to EMP (Hazard-Specific Guidelines) 

____ Interview agency representatives concerning resources, capabilities and 
limitations.  Provide this information at planning meetings. 

____ Work with Public Information Officer and Incident Commander to coordinate 
media releases associated with inter-governmental cooperation issues. 

____ Monitor incident operations to identify potential inter-organizational problems. 
Keep Incident Command apprised of such issues. 

Bring complaints pertaining to logistical problems, inadequate 
communications, and strategic and tactical direction to the attention of 
Incident Management Team (IMT). 

____ Participate in Planning Meetings (See Sample Agenda Pg 17). 

____ Identify topics for After Action Review / Lessons Learned 

____ Summarize all activity on Unit Log (ICS-214 Form at Enclosure 4). 
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IX. OPERATIONS SECTION CHIEF

The Operations Section Chief, a member of the Incident Management Team, and a 
member of the General staff, will be from the department having lead responsibility for 
the emergency. This does not preclude use of a unified approach to operations. The 
Operations Section Chief will establish tactics in order to implement the IAP for the 
assigned operational period. An Operations Section Chief should be designated for 
each operational period and will have direct involvement in the preparation of the IAP 
for the period of responsibility.  For the City of Sherwood, this may be a Police Captain, 
Public Works Supervisor or a representative from TVF&R, depending on the nature of 
the incident. 

The Operations Chief activates and supervises organizational elements in accordance 
with the Incident Action Plan, and directs its execution.  The Operations Chief also 
requests or releases resources, makes changes to the Incident Action Plan, and 
coordinates such changes with the Incident Commander.  All functions not delegated by 
the Section Chief remain the responsibility of the Section Chief. 

The Operations Section Chief is responsible for all activities focused on reducing the 
immediate hazard, saving lives and property, establishing situational control, and 
restoring normal operations. Lifesaving and responder safety will always be the highest 
priorities and the first objectives in the IAP. 

Reports to: Incident Commander

Reports to you: Support staff and on-
scene responders

In a major emergency or disaster, it is recognized that the Section Chief may not have 
adequate staff or adequate resources.  There may not be sufficient division/group 
leaders to handle all the functions and activities listed in the chart below.  These 
functions are listed ONLY to give the Section Chief an idea of some of the activities 
he/she may be coordinating with field units or outside aid agencies, in the event of an 
extended emergency situation.

Law Enforcement
Branch

Public Works
Branch

Fire
Branch

Staging
Area

CERT

Operations
Section Chief



CITY OF SHERWOOD EMERGENCY OPERATIONS GUIDE
Emergency Management Plan June 2009 

26

The following checklist is a guideline for the Operations Section Chief.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from the Incident Commander. 

Determine incident objectives and recommended strategies. 
Determine status of current tactical assignments. 
Identify current organization, location of resources and assignments. 
Confirm resource ordering process. 
Determine location of current Staging Areas and resources assigned 
there. 

____ Organize Operations Section to ensure operational efficiency, personnel safety 
and adequate span of control. 

____ Establish operational period. 

____ Establish and demobilize Staging Areas. 

____ Review applicable parts of Section 2 and 3 to EMP. 

____ Lead Operations briefing and assign Operations personnel in accordance with 
Incident Action Plan (IAP): 

Brief Staging Area Manager on types and numbers of resources to be 
maintained in Staging. (Ensure Staging Area Manager has Staging Area 
checklist). 
Brief tactical elements (Branches, Divisions/Groups, Task Force/Strike-
Team Leaders) on assignments, ordering process, protective equipment, 
and tactical assignments. 

____ Develop and manage tactical operations to meet incident objectives. 

____ Assess life safety: 
Adjust perimeters, as necessary, to ensure scene security. 
Evaluate and enforce use of appropriate protective clothing and 
equipment. 
Implement and enforce appropriate safety precautions. 

____ Evaluate situation and provide update to Planning Section. 

Location, status, and assignment of resources. 
 Effectiveness of tactics. 

Desired contingency plans. 
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____ Determine need for and request additional resources. 
____ Notify Resources Unit regarding Section Branches, Divisions/Groups, Strike 

Teams/Task Forces, and single resources which are staffed, including location of 
resources and names of leaders. 

____ Keep Resources Unit updated regarding changes in resource status. 
____ Ensure coordination of the Operations Section with other Command and General 

Staff. 
Ensure Operations Section time-keeping, activity logs, and equipment use 
documents are maintained and passed to Planning, Logistics, and 
Finance/Administration Sections, as appropriate. 
Ensure resource ordering and logistical support needs are passed to 
Logistics in a timely fashion and enforce ordering process. 
Notify Logistics of communications problems. 
Keep Planning up-to-date on resource and situation status. 
Notify Liaison Officer of issues concerning cooperating and assisting 
agency resources. 
Keep Safety Officer involved in tactical decision-making. 
Keep Incident Commander apprised of status of operational efforts. 
Coordinate media field visits with the Public Information Officer. 

____ Lead the Tactics Meeting with Planning Section Chief, Safety Officer, and 
Incident Commander prior to the Planning Meeting to review strategy, discuss 
tactics, and outline organization assignments. Use ICS Form s 215 and 215A. 

____ Write formal Operations portion of IAP (using ICS Form 215 as appropriate) with 
the Planning Section Chief, as directed by the Incident Commander: 

Identify assignments by Division or Group. 
Identify specific tactical assignments. 
Identify assignments for volunteers/CERT. 

 Identify resources needed to accomplish assignments. 
____ Participate in Planning Meetings (See Sample Planning Meeting agenda Pg 17). 
____ Hold Section meetings, as necessary, to ensure communication and coordination 

between Operations Branches, Divisions, and Groups. 
____ Conduct shift debriefs of tactical units, updating Situation/Resource Units as 

necessary. 
____ Ensure that staff observes established levels of operational security. 

____ Identify topics for After Action Review / Lessons Learned 

____ Summarize all activity on Unit Log (ICS-214 Form at Enclosure 4). 
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Staging Area Manager

The following checklist is a guideline for the Staging Area Manager.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from the Operations Section Chief. 

Determine location of current Staging Areas and resources assigned 
there. 
Determine types and numbers of resources to be maintained in Staging. 
Confirm process for requesting additional resources for Staging. 
Confirm process for reporting status changes. 

____ Obtain radio from Public Works or Logistics Section and copy of incident 
communications plan 

____ Proceed to Staging Area; establish Staging Area layout (apparatus and vehicles 
in Staging should face outward to ensure quick response, general principle of 
"first in, first out" should be maintained). 

____ Ensure efficient check-in and coordinate process with Resources Unit Leader 
(Planning Section). 

____ Identify and track resources assigned to staging; report resource status changes 
to Operations or Command and to Resources Unit (Planning Section). 

____ Determine any support needs for equipment, feeding, sanitation and security; 
request through Logistics. 

____ Post areas for identification and traffic control. 

____ Respond to requests for resources 

Organize Task Forces or Strike Teams, as necessary. 

____ Request additional tactical resources for Staging through Logistics, according to 
established IMT protocols 

____ Obtain and issue receipts for radio equipment and other supplies distributed and 
received at the Staging Area. 

____ Maintain Staging Area in orderly condition. 

____ Demobilize Staging Area in accordance with instructions. 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214 at Enclosure 4) 
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X. PLANNING SECTION CHIEF
The Planning Section is responsible for collecting, evaluating, and disseminating 
tactical information pertaining to the incident. This section maintains information 
and Intelligence on the current and forecasted situation, as well as the status of 
resources assigned to the incident. The Planning Section prepares and 
documents IAPs and incident maps and gathers and disseminates information 
and intelligence critical to the incident. 
The Planning Section Chief, a member of the Incident Management Team, and a 
member of the General staff, oversees all incident-related data gathering and 
analysis regarding incident operations and assigned resources, develops 
alternatives for tactical operations, conducts planning meetings, and prepares the 
IAP for each operational period.  Information is needed to:  
1. Understand the current situation,
2. Predict probable course of incident events, and
3. Prepare alternative strategies and objectives for the incident.

The Planning Section Chief conducts the Planning Meeting and is responsible for 
producing a written Incident Action Plan (IAP), if requested by the Incident 
Commander.  The Planning Section Chief activates and supervises functions 
within the Planning Section.  All functions that are not delegated by the Section 
Chief remain the responsibility of the Section Chief. 

Reports to: Incident Commander
Reports to you: Planning Section Staff 
It is recognized that the Section Chief may not have adequate staff or adequate resources.  
There will probably not be unit leaders to handle all the functions listed below.  These 
functions are listed ONLY to give the Section Chief an idea of some of the activities 
he/she may be coordinating with field units and/or outside aid agencies, in the event of an 
extended emergency situation. 

Resource
Unit

Damage Assessment
Teams

Situation
Unit

Documentation
Unit

Demobilization
Unit

GIS

Technical
Specialists

Planning
Section Chief
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The following checklist is a guideline for the Planning Section.  You are 
encouraged to modify or change the list as necessary.  Note that some of the 
activities are one-time actions; others are ongoing or repetitive for the duration of 
the incident. 

____ Obtain briefing from the Incident Commander: 

 Determine current resource status. 
Determine current situation status. 
Determine current objectives and strategy. 
Determine whether Incident Commander requires a written Incident 
Action Plan. 
Determine time and location of first Planning Meeting. 
Determine desired contingency plans. 
Determine operational level of security (law enforcement 
operations). 

____ Activate Planning Section positions as necessary and notify Resources 
Unit of positions activated. 

____ Contact OERS to obtain incident number. 

____ Establish and maintain a resource tracking system. 

____ Complete ICS Form 201 for Initial incident briefing if not previously 
completed, and provide copies to IC, Command and General Staff. 

____ Advise EOC/ IMT staff of any significant changes in incident status. 

____ Compile and display incident status summary information.  Document on 
ICS Form 209L-1, Incident Status Summary (or other approved forms): 

Forward incident status summaries to City Manager and/or other 
designated staff once per operational period, or as required.  

Provide copy to Public Information Officer. 

____ Obtain/develop incident maps.  Additional maps are available through 
Public Works/GIS. 

____ Review applicable parts of Section 2 and 3 to EMP 

____ Establish information requirements and reporting schedules for ICP and 
field staff. 

____ Organize and deploy damage assessment teams and field observers. (If 
personnel are available for this function.) 

____ Ensure that all staff observes established level of operational security. 

____ Develop plans for management and employment of volunteers and track 
their activities 
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____ Prepare contingency plans. 

Review current and projected incident and resource status. 
Develop alternative strategies. 
Identify resources required to implement contingency plan. 
Document alternatives for presentation to Incident Commander and 
Operations, and for inclusion in the written IAP. 

____ Attend Tactics Meeting with Operations Section Chief, Safety officer (if 
assigned), Logistics Section Chief, and Resource Unit Leader prior to 
Planning Meetings, to discuss proposed strategy and tactics and  to 
diagram incident organization and resource location. 

____ Coordinate preparation of the Safety Message with Safety Officer. 

____ Facilitate Planning Meetings using the following sample agenda: 

 

 
 

 

 
 

 
 

 
 

 
 

 
 

Agenda Item
Briefing on situation/resource status 

Discuss life safety issues (ICS Form 215 A) 

Set/Confirm Incident Objectives 

Plot Control Lines/Division Boundaries – Incident 

Maps

Specify tactics (ICS Form 215)

Determine resources needed (ICS Form 215)

Specify facilities and reporting locations 

Develop resource order 

Consider communications, medical and 

transportation requirements. 

Provide financial update 

Discuss interagency liaison issues 

Consider information issues  

Finalize, approve, and implement Plan (IAP) 

Sample Planning Meeting Agenda:
(For Preparing Incident Action Plan)

Meeting should last 30 - 45 minutes. NO more than 60 minutes

Responsible Party
Planning/Operations Sections 

IC or Safety Officer (If Assigned) 

Incident Commander 

Operations Section / Situation Unit 

Operations Section 

Operations/Planning Sections 

Operations/Planning/Logistics Sections 

Logistics Section 

Logistics/Planning Sections 

Admin/Finance Section 

Liaison Officer 

Public Information Officer 

Incident Commander 
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____ Supervise preparation and distribution of the written IAP, if indicated. 
Minimum distribution is to all Command, Command Staff, General Staff, 
and Operations personnel to the Division/Group Supervisor level:. 

Establish information requirements and reporting schedules for use 
in preparing the IAP. 

 Ensure that detailed contingency plan information is available for 
consideration by Operations and Command. 
Verify that all support and resource needs are coordinated with 
Logistics Section prior to release of the IAP. 
Include fiscal documentation forms in written IAP as requested by 
the Finance/Administration Section. 
Coordinate IAP changes with General Staff personnel and 
distribute written changes, as appropriate. 

____ Coordinate development of Incident Traffic Plan with Operations and 
Logistics (the Ground Support Unit Leader if assigned). 

____ Coordinate preparation of the Incident Communications Plan and Medical 
Plan with Logistics. 

____ Instruct Planning Section Units in distribution of incident information. 

____ Provide periodic predictions on incident potential. 

____ Establish a weather data collection system, when necessary. 

____ Identify need for specialized resources; discuss need with Operations and 
Incident Command; facilitate resource requests with Logistics. 

____ Ensure Section has adequate coverage and relief. 

____ Hold Section meetings as necessary to ensure communication and 
coordination among Planning Section Units. 

____ Ensure preparation of demobilization plan, if appropriate.   

____ Provide briefing to relief on current and unusual situations. 

____ Lead Team Close-out Meeting to evaluate IMT/EOC team performance 
and capture “Lessons Learned” for evaluation of preparedness plans. 

____ Ensure preparation of final incident package.  Send to City Recorder for 
archiving or follow-up actions after IMT demobilization. 

____ Identify topics for After Action Review / Lessons Learned 

____ Ensure all Planning functions are documenting actions on Unit Log (ICS 
Form 214 – Enclosure 4). 
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Planning Section Unit Leader Checklists

Situation Unit Leader

The following checklist is a guideline for the Situation Unit Leader.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Planning Section Chief: 

Review ICS Form 201 for incident status. 
Determine incident objectives and strategy. 
Determine necessary contingency plans. 
Identify reporting requirements and schedules-both internal and 
external to the incident. 

____ Organize and staff Unit, as appropriate:

Assign/Identify Field Observers. 
 Request Technical Specialists, as needed. 

____ Compile and display incident status summary information.  Document on 
ICS Form 209L-1, Incident Status Summary (or other approved forms): 

Forward incident status summaries to City Manager and/or other 
designated staff once per operational period, or as required.  
Provide copy to Public Information Officer. 

____ Obtain/develop incident maps.  Additional maps are available through 
Public Works/GIS. 

____ Coordinate activity of Damage Assessment Team(s): 

Identify areas/facilities to be assessed. 
Receive reports from team(s). 
Include team reports in incident status summary. 

____ Supervise Technical Specialists as assigned (on very complex incidents, it 
may be necessary to assign a supervisor to oversee Technical 
Specialists): 

Brief Technical Specialists on current incident status. 
Assign analysis tasks. 
Notify staff of time lines and format requirements. 

 Monitor progress. 
____ Identify topics for After Action Review / Lessons Learned 
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Resource Unit Leader

The following checklist is a guideline for the Resource Unit Leader.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Planning Section Chief: 

Review ICS Form 201 for incident status. 
Determine incident objectives and strategy. 
Determine necessary contingency plans. 
Identify reporting requirements and schedules-both internal and 
external to the incident. 

____ Organize, staff, and supervise Unit, as appropriate, and provide for 
adequate relief. 

____ Establish check-in function at incident locations (ICS Form 211). 

____ Establish contact with incident information sources such as Staging Area 
Manager, Operations Section Chief, and initial Incident Commander to 
determine what resources have been assigned to the incident, their status, 
and location. 

____ Compile, maintain, and display resource status information on:  1) all 
tactical and support personnel and apparatus (including agency-owned, 
mutual aid, or hired), and 2) transportation and support vehicles: 

Review ICS Form 201 for resource information. 
Review Check-In List (ICS Form 211). 
Confirm resources assigned to Staging. 
Confirm resources assigned to tactical Operations organization. 
Confirm resources assigned to other Command and General Staff 
functions. 

____ Establish and maintain resource tracking system. 

____ Coordinate with Logistics Section and/or Volunteer/Donations Manager 
activation of, tracking, and activities of emergent and pre-incident 
identified volunteers, i.e. CERT 

____ Maintain master roster of all resources at the incident: 

Total number of personnel assigned to the incident. 
Total number of resources assigned to each Section and/or Unit. 
Total number of specific equipment/apparatus types. 
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____ Assist in preparation of the Incident Action Plan (IAP):
Prepare Organization Chart (ICS Form 207) and post in each room 
of the Incident Command Post (ICP). 
Assist in preparing the Organizational Planning Worksheet (ICS 
Form 215). 
Prepare Organization Assignment List (ICS Form 203). 
Prepare Division/Group Assignment Sheets (ICS Form 204). 

____ Attend Tactics Meetings 

____ Participate in Planning Meetings, as assigned. 

____ Provide briefing to relief on current and unusual situations. 

____ Assist in identification of additional and special resources: 
 Other disciplines. 
 Technical Specialists. 

Resources needed to implement contingency plans. 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214). 
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Documentation Unit Leader 

The following checklist is a guideline for the Documentation Unit Leader.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Planning Section Chief. 

____ Organize, staff, and supervise Unit, as appropriate, and provide for 
adequate relief. 

____ Establish work area: 

Ensure adequate duplication capability for large-scale operations 
and adequate staff to assist in the duplication and documentation 
process. 

____ Establish and organize incident files 

____ Establish duplication services, and respond to requests. 

____ Determine number needed and duplicate Incident Action Plan (IAP) 
accordingly. 

____ Retain and file duplicate copies of official forms and reports. 

____ Accept and file reports and forms submitted by incident personnel. 

____ Check the accuracy and completeness of records submitted for files. 

____ Ensure that legal restrictions on public and exempt records are observed. 

____ Provide briefing to relief on current activities and unusual events. 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214). 

____ Give completed incident files to Planning Section Chief. 
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XI. LOGISTICS SECTION CHIEF

The Logistics Section meets all support needs for the incident, including ordering 
resources through appropriate procurement authorities from off-incident locations. It 
also provides facilities, transportation, supplies, equipment maintenance and fueling, 
food service, communications, and medical services for incident personnel. 

The Logistics Section Chief, a member of the Incident Management Team and a 
member of the General staff, is responsible for providing facilities, services, and mate-
rials in support of the incident team. The Logistics Section Chief participates in devel-
opment and implementation of the incident action plan and activates and supervises the 
units within the Logistics Section as required.  All functions that are not delegated by the 
Section Chief remain the responsibility of the Section Chief. 

Reports to: Incident Commander
You may be responsible for: Service and Support, Supply, 

Facilities, Ground Support, 
Provision of Food, Medical 
Support, Communications,
Volunteers/Donations Unit
and System Administrator

It is recognized that the Section Chief may not have adequate staff or adequate 
resources.  There will probably not be unit leaders to handle all the functions listed in 
the chart below.  These functions are listed ONLY to give the Section Chief an idea of 
some of the activities he/she may be coordinating with field units and/or outside aid 
agencies, in the event of an extended emergency situation.

 

System 
Administrator

Volunteers/ 
Donations Unit

Logistics Section Chief

Supply Unit

Ground Support
Unit

Facilities Unit

Medical Unit

Communications 
Unit

Food Unit

Amateur Radio 
Station Manager
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The following checklist is a guideline for the Logistics Section Chief.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from the Incident Commander: 

Review Situation and Resource status for number of personnel assigned 
to incident. 

 Review current organization. 
 Determine which incident facilities have been/should be activated. 

____ Ensure EOC, Incident Command Post, and other incident facilities are physically 
activated, if appropriate: 

Notify City staff via phone, SMS text message,  e-mail and/or courier as 
appropriate. 
Confirm that the appropriate staffing call out has been completed. 

____ Confirm resource ordering process with Finance Section (If activated). 

____ Assess adequacy of current communications plan.  

____ Determine needs for shelter/assembly points for affected citizens. 

Request shelter activation from American Red Cross if necessary via 
Washington County Emergency Management (EOC). 

____ Review applicable parts of Sections 2 and 3 to EMP  

____ Organize and   staff Logistics Section as appropriate.  Consider the need for 
facility security, and Communications, and Supply Units. 

____ Assemble, brief, and assign work locations and preliminary tasks to Section personnel: 

Provide summary of emergency situation 
Provide summary of the kind and extent of Logistics support the Section 
may be asked to provide. 

____ Notify Resources Unit of other Units activated, including names and location of 
assigned personnel. 

____ Attend Tactics Meeting 

____ Attend Planning Meetings and provide pertinent information (See Sample 
Planning Meeting Agenda pg 17) 
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____ Participate in preparation of Incident Action Plan (IAP). 

Provide input on resource availability, support needs, identified shortages, 
and response time-lines for key resources. 
Identify future operational needs (both current and contingency), in order 
to anticipate logistical requirements. 

 Ensure Incident Communications Plan (ICS Form 205) is prepared. 
Ensure Medical Plan (ICS Form 206) is prepared. 
Assist in the preparation of Transportation Plan. 

____ Review IAP and estimate section needs for next operational period; order relief 
personnel if necessary. 

____ Research availability of additional resources. 

____ Establish contact with mutual aid providers. 

____ Hold Section meetings as necessary to ensure communication and coordination 
between Logistics Branches and Units. 

____ Ensure coordination between Logistics and other Command and General Staff. 

____ Coordinate ALL procurement contracts with Finance/Administration Section prior 
to execution of contracts 

____ Ensure general welfare and safety of section personnel. 

____ Provide briefing to relief on current activities and unusual situations. 

____ Ensure that all personnel observe established level of operational security. 

____ Identify topics for After Action Review / Lessons Learned 

____ Ensure all Logistics functions are documenting actions on Unit Log (ICS Form 
214). 

____ Submit all Section documentation to Documentation Unit. 
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Logistics Section Unit Leader Checklists

Supply Unit Leader

The following checklist is a guideline for the Supply Unit Leader.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Logistics Section Chief or Support Branch Director: 

Determine charge code for the incident. 
 Confirm ordering process. 

Assess need for 24-hour staffing. 
Determine scope of supply process. 

____ Organize and staff Unit as appropriate: 

Consider need for "lead agency" representation in ordering process. 
Consider dividing ordering responsibilities either by discipline or by 
category (equipment, personnel, supplies). 

____ Determine ordering parameters, authorities and restrictions.  Ensure that Unit 
staff observes ordering system and chain of command for ordering: 

Establish clearly defined time when the Supply Unit will assume 
responsibility for all ordering.  This will require close coordination with 
Operations and Planning staff. 
Confirm process for coordinating contract related activities with the 
Procurement Unit. 
Confirm process for emergency purchase orders with Finance Section. 

____ Determine type and amount of supplies and equipment on hand and en route: 

Contact Resources Unit to determine resources on order. 

____ Identify topics for After Action Review / Lessons Learned 
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Facilities Unit Leader
The following checklist is a guideline for the Facilities Unit Leader.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Logistics Section Chief or Support Branch Director: 

Expected duration and scope of incident. 
Facilities already activated 

 Anticipate facility needs 

____ Obtain copy of incident Action Plan (IAP) and determine: 

Location of Incident Command Post (ICP) 
 Staging Areas 
 Incident Base 
 Supply/Receiving/Distribution Centers. 

Information/Media Briefing Center. 
 Other incident facilities. 

____ Determine requirements for each facility to be established: 

 Sanitation 
 Sleeping 
 Eating 
 Supply Area 
 Medical support 
 Communications needs 
 Security needs 
 Lighting 

____ In cooperation with other incident staff, determine the following requirements for 
each facility: 

 Needed space 
 Specific location 
 Access 
 Parking 
 Security 
 Safety 

____ Plan facility layouts in accordance with above requirements.
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____ Coordinate negotiation for rental office or storage space: 

< 60 days - Coordinate with Procurement Unit. 
> 60 days - Coordinate with Procurement Unit, Public Works Facilities
Manager, and City of Sherwood Finance Department.

____ Video or photograph rental office or storage space prior to taking occupancy. 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214 – Enclosure 4). 
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Communications Unit Leader

The following checklist is a guideline for the Communications Unit Leader.  You 
are encouraged to modify or change the list as necessary.  Note that some of the 
activities are one-time actions; others are ongoing or repetitive for the duration of the 
incident. 

____ Obtain briefing from Logistics Section Chief or Service Branch Director. 

____ Organize and staff Unit as appropriate: 

Assign Communications Center Manager and Lead Incident Dispatcher. 
Assign Message Center Manager and ensure adequate staff is assigned 
to answer phones and attend fax machines. 

____ Coordinate with Amateur Radio Station Manager to ensure station needs are 
being met 

____ Assess communications systems/frequencies in use; advise on communications 
capabilities/limitations. 

____ Develop and implement effective communications procedures (flow) internal and 
external to the incident/Incident Command Post. 

_____ Assess EOC / Incident Command Post phone load and request additional lines 
as needed. 

____ Prepare and implement Incident Communications Plan (ICS Form 205): 

Obtain current organizational chart. 
Determine most hazardous tactical activity; ensure adequate 
communications. 
Make communications assignments to all other Operations elements, 
including amateur radio, volunteer, contract, or mutual aid. 
Determine Command communications needs. 
Determine support communications needs. 
Establish and post any specific procedures for use of EOC / Incident 
Command Post communications equipment.

____ Include all available communication devices as appropriate, to include Amateur 
Radio, cellular phones and pagers, Blackberry PIN Mail, 800MHz radios, Public 
Works VHF radios, etc. in Incident Communications Plan (ICS Form 205) 

Determine specific organizational elements to be assigned telephones. 
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Identify all facilities/locations with which communications must be 
established (shelters, press area, liaison area, agency facilities, other 
governmental entities' Emergency Operations Centers (EOCs), etc.), 
identify and document phone numbers. 
Determine which phones/numbers should be used by what personnel and 
for what purpose.  Assign specific telephone numbers for incoming calls, 
and report these numbers to staff and off-site parties such as other local 
jurisdictions, State and Federal agencies. 
Do not publicize OUTGOING call lines.

____ Activate, serve as contact point, and supervise the integration of volunteer radio 
organizations into the communications system. 

____ Ensure radio and telephone logs are available and being used. 

____ Determine need and research availability of additional nets and systems. 

____ Document malfunctioning communications equipment, facilitate repair. 

____ Establish and maintain communications equipment accountability system. 

____ Provide technical information, as required, on: 

Adequacy of communications system currently in use. 
Geographic limitation on communications equipment. 

 Equipment capabilities. 
Amount and types of equipment available. 
Anticipated problems in the use of communications equipment. 

____ Provide briefing to relief on current activities and unusual situations. 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214).
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Food Unit Leader

The following checklist is a guideline for the Food Unit Leader.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Logistics Section Chief or Service Branch Director:

Determine potential duration of incident. 
Number and location of personnel to be fed. 

 Last meal provided. 
Proposed time of next meal. 

____ Determine food service requirements for planned and expected operations. 

____ Determine best method of feeding to fit situation and obtain bids if not done prior 
to incident (coordinate with Procurement Unit). 

____ Determine location of working assignment. 

____ Ensure sufficient potable water and beverages for all incident personnel. 

____ Coordinate transportation of food and drinks to the scene with Ground Support 
and Operations Section Chief. 

____ Ensure that appropriate health and safety measures are taken and coordinate 
activity with Safety Officer. 

____ Supervise administration of food service agreement, if applicable. 

____ Provide copies of receipts, bills to Finance/Administration Section. 

____ Let Supply Unit know when food orders are complete. 

____ Provide briefing to relief on current activities and unusual situations. 

____ Identify topics for After Action Review / Lessons Learned 

____  Document all activity on Unit Log (ICS Form 214). 
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Volunteers/Donations Unit Leader

The following checklist is a guideline for the Volunteers/Donations Unit Leader.  
You are encouraged to modify or change the list as necessary.  Note that some of the 
activities are one-time actions; others are ongoing or repetitive for the duration of the 
incident. 

____ Obtain briefing from Logistics Section Chief regarding: 
 Incident status. 

Incident objectives and strategy. 
Impact of contingency plans on volunteer activities 
Location of Volunteer sign-in desk 
Staging area(s) for volunteers/donations 

____ Obtain PIO incident message for staff and volunteers 

____ Determine feasibility for utilizing minor (under age 18) volunteers 

____ Obtain desk/table and working materials for position 
Organize working area to provide volunteers a sense of order and to 
minimize noise and chaos in vicinity of EOC 
Inform PIC call-takers of Volunteer/Donations Manager desk location 

____ Use Volunteer Consent Waiver and Sign-In/Out Sheet (Enclosure 7) to 
track volunteers activated and their hours 

Provide copy of waiver to volunteers 
Brief volunteers on importance of signing in/out to ensure 
accountability of volunteers 

____ Brief volunteers regarding assignment, i.e. to whom and where they are to 
report and general tasks they will be assigned. 

____ Coordinate with Logistics Section regarding needs for Donations 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214). 
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XII. FINANCE / ADMINISTRATION SECTION CHIEF

The Finance/Administration Section is established when there is a specific need for 
financial, reimbursement (individual and agency or department), and/or administrative 
services to support incident management activities. The Section Chief must track and 
report to the IC the financial “burn rate” as the incident progresses. This allows the IC to 
forecast the need for additional funds before operations are affected negatively. This is 
particularly important if significant operational assets are under contract from the private 
sector.  

The Section Chief may also need to monitor cost expenditures to ensure that statutory 
rules that apply are met. Close coordination with the Planning Section and Logistics 
Section is also essential so that operational records can be reconciled with financial 
documents. Note that, in some cases, only one specific function may be required (e.g., 
cost analysis), which a technical specialist in the Planning Section could provide. 

The Finance/Administration Section Chief, a member of the Incident Management 
Team, and a member of the General staff, is responsible for tracking all incident costs 
(to include time, materials, and equipment) for possible FEMA reimbursement  and 
providing guidance to the Incident Commander on financial issues that may have an 
impact on incident operations. S/he will determine, given current and anticipated future 
requirements, the need for establishing specific subordinate units. All functions that are 
not delegated by the Section Chief are the responsibility of the Section Chief.  

Report to: Incident Commander
You will be responsible for: Cost Tracking, Time, Compensation, 

Claims, and Procurement

It is recognized that the Section Chief may not have adequate staff or adequate 
resources.  There will probably not be unit leaders to handle all the functions listed in 
the chart below.  These functions are listed ONLY to give the Section Chief an idea of 
some of the activities s/he may need to consider and address, in the event of an 
extended emergency situation.

Procurement
Unit

Cost
Unit

Time
Unit

Compensation/Claims
Unit

Finance/Administration
Section Chief
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The following checklist is a guideline for the Finance/Administration Section 
Chief.  You are encouraged to modify or change the list as necessary.  Note that some 
of the activities are one-time actions; others are ongoing or repetitive for the duration of 
the incident. 

____ Obtain briefing from the Incident Commander: 

 Identify incident objectives. 
 Identify Participating/coordinating agencies. 

Anticipated duration/complexity of incident. 
Obtain the names of pertinent City contacts with whom the Incident 
Commander is familiar. 
Possibility of cost sharing. 
Work with Incident Commander and Operations Section Chief to ensure 
work/rest guidelines are being met, as applicable. 

____ Obtain briefing from the City Manager: 

Determine level of fiscal process required. 
Delegation of authority to Incident Commander, as well as for financial 
processes, particularly procurement. 
Assess potential for legal claims arising out of incident activities. 
Identify applicable financial guidelines, policies, constraints, and 
limitations. 

____ As appropriate, obtain briefing from City of Sherwood Finance Manager 

Identify financial requirements for planned and expected operations. 
Determine agreements are in place for land use, facilities, equipment, and 
utilities. 

 Confirm/establish procurement guidelines. 
Determine procedure for establishing charge codes. 

 Important local contacts. 
Finance Department guidelines, processes. 
Coordinate with Command and General Staff and City of Sherwood 
Human Resources staff to determine the need for temporary employees. 
Ensure that proper tax documentation is completed. 
Determine whether City will maintain time records, or whether the incident 
staff will document all time for the incident, and what forms will be used. 

____ Establish or confirm charge code for emergency operations.  Ensure all Sections 
and Supply Unit (if activated) are aware of charge code. 

____ Organize Finance Section as appropriate. 
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____ Ensure access to emergency petty cash as appropriate. 

____ Review applicable parts of Sections 2 and 3 to EMP  

____ Identify financial requirements for planned and expected operations. 

 Request copies of all response-related mutual aid agreements. 

____ Facilitate necessary adjustments to City contingency funds, bank accounts, etc. 

____ Attend planning meetings – provide pertinent information per sample agenda pg 
17;  

Provide financial and cost-analysis input. 
Provide financial summary on labor, materials, and services. 

 Prepare forecasts on costs to complete operations 
Provide cost benefit analysis, as requested. 
Obtain information on status of incident; planned operations; changes in 
objectives, use of personnel, equipment, aircraft; and local agency/political 
concerns. 

____ Gather continuing information: 

 Equipment time – Ground Support Unit Leader and Operations Section. 
 Personnel time – Crew Leaders, Unit Leaders, and individual personnel. 
 Accident reports – Safety Officer, Ground Support Unit Leader, and 

Operations Section. 
Potential and existing claims – Operations Section, Safety Officer, 
equipment contractors, agency representative, and Compensation/Claims 
Unit Leader. 
Arrival and demobilization of personnel and equipment – Planning 
Section. 

 Daily incident status – Planning Section. 
 Injury reports – Safety Officer, Medical Unit Leader, and 

Compensation/Claims Unit Leader. 
 Status of supplies – Supply Unit Leader and Procurement Unit Leader. 

Guidelines of responsible agency – Incident Business Advisor, local 
administrative personnel. 

 Use agreements – Procurement Unit Leader and local administrative 
personnel. 
What has been ordered? – Supply Unit Leader. 

 Unassigned resources – Resource Unit Leader and Cost Unit Leader. 
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____ Meet with assisting and cooperating agencies, as required, to determine any 
cost-share agreements or financial obligations. 

____ Ensure that all personnel time records reflect incident activity, to include breakout 
of over time for City staff, and that records for non-City personnel are transmitted 
to home agency or department according to policy. 

 Notify incident management personnel when emergency timekeeping 
process is in effect and where timekeeping is taking place. 
Distribute time-keeping forms to all Sections-ensure forms are being 
completed correctly. 

____ Ensure that all obligation documents related to the incident are properly prepared 
and completed. 

____ Initiate, maintain, and ensure completeness of documentation to support claims 
for emergency funds, including auditing and documenting labor, equipment, 
materials, and services: 

Labor - with breakdown of work locations, hours and rates for response 
personnel, contract personnel, volunteers, and consultants. 
Equipment - with breakdown of work locations, hours and rates for owned 
and rented aircraft, heavy equipment, fleet vehicles, and other equipment. 
Materials and supplies purchased and/or rented, including equipment, 
communications, office and warehouse space, and expendable supplies. 

____ Initiate, maintain, and ensure completeness of documentation needed to support 
claims for injury and property damage.  (Injury information should be kept on 
contracted personnel formally assigned to the incident, as well as paid 
employees and mutual aid personnel).  

____ Assist with damage assessment by maintaining estimates of financial loss. 

____ Assist Logistics in resource procurement: 

Identify vendors for which open purchase orders or contracts must be 
established. 
Negotiate ad hoc contracts. 

____ Ensure coordination between Finance and other Incident Management Team 
members. 

____ Supervise Section activities, ensure adequate relief. 

Coordinate Finance/Administration demobilization. 
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____ Ensure all staff observes established level of operational security. 

____ Provide briefing to relief on current activities and unusual events. 

____ Identify topics for After Action Review / Lessons Learned 

____ Submit all Section documentation to Documentation Unit. 

____ Ensure Section personnel are maintaining Unit Logs (ICS Form 214 - at 
Enclosure 4). 
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Time Unit Leader

The following checklist is a guideline for the Time Unit Leader.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Finance/Administration Section Chief:
Determine incident requirements for time recording. 
Determine required time-lines for reports. 
Determine location of timekeeping activity. 
Determine number of personnel and rental equipment for which time will 
be kept. 

____ Organize and staff Unit, as appropriate.
_____ Advise Ground Support Unit, Facilities Unit (and other users of equipment) of the 

requirement of a daily record of equipment time: 
 Equipment time – Ground Support Unit Leader and Operations Section. 
 Personnel time – Crew Leaders, Unit Leaders, and individual personnel. 

Arrival and demobilization of personnel and equipment – Planning 
Section. 

_____ Establish contact with appropriate department personnel representatives:

Determine time-keeping constraints of individual 
Time records should be maintained for volunteer and mutual aid resources 
regardless of whether time will be reimbursed 

____ Ensure that daily personnel and equipment time recording documents are 
prepared, and compliance with time policy is maintained. 

____  Establish files for time records, as appropriate. 

____ Provide for records security. 

____ Ensure that all records are complete or current prior to demobilization. 

____ Time reports from assisting agencies should be released to the respective 
agency representatives prior to demobilization. 

____ Brief Finance/Administration Chief on current problems, recommendations, 
outstanding issues, and follow-up requirements. 

____ Provide briefing to relief on current activity and unusual events. 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214). 
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Procurement Unit Leader

The following checklist is a guideline for the Procurement Unit Leader.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Finance/Administration Section Chief:

Determine charge code, and delegation of authority to commit agency 
funds.  If the agency cannot delegate procurement authority to the 
Procurement Unit Leader, they will need to assign one of their 
procurement people to the incident. 
Determine whether a buying team has been assigned to purchase all 
equipment, supplies, etc. for the incident.  The Procurement Unit Leader 
will coordinate closely with this group. 
Determine status of bid process. 

 Determine current vendor list. 
Determine current blanket Purchase Order (PO) list. 
Determine time-lines established for reporting cost information. 

____ Organize and staff Unit, as appropriate.

_____ Contact Supply Unit on incident needs and any special procedures or 
requirements. 

____ Prepare and sign offers for rental, as necessary. 

____ Develop Incident Procurement Plan.  This plan should address/include: 

 Spending caps. 
 Necessary Forms. 

Identify who has purchasing authority. 
Process for obtaining approval to exceed caps. 
Coordination process with Supply Unit. 
Supply of emergency purchase orders. 

____ Review equipment rental agreement and use statements for terms and 
conditions of use within 24 hours after equipment arrival at incident.  Provide 
hourly rates and associated costs to Cost Unit. 

____ Prepare and sign contracts, land-use agreements, and cost-share agreements, 
as necessary. 

____ Draft Memorandums of Understanding as needed (obtain legal review and 
Incident Commander's signature prior to implementation). 
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____ Establish contact with supply vendors, as needed. 

____ Determine whether additional vendor-service agreements will be necessary. 

____ Interpret contracts/agreements, and resolve claims or disputes within delegated 
authority. 

____ Provide cost data from rental agreements, contracts, etc. to Cost Unit Leader 
according to reporting time frames established for operational period. 

____ Verify all invoices. 

____ It is imperative that all contractors are accounted for and their time documented: 

Obtain copies of all vendor invoices. 
Verify that all equipment time records are complete. 
Maintain comprehensive audit trail for all procurement documents. 
Check completeness of all data entries on vendor invoices. 
Compare invoices against procurement documents. 
Assure that only authorized personnel initiate orders. 

____ Provide briefing to relief on current activities and unusual events. 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214 – Enclosure 4). 
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Compensation/Claims Unit Leader

The following checklist is a guideline for the Compensation/Claims Unit Leader.  
You are encouraged to modify or change the list as necessary.  Note that some of the 
activities are one-time actions; others are ongoing or repetitive for the duration of the 
incident. 

____ Obtain briefing from Finance/Administration Section Chief:
 Determine  accidents/injuries to date. 
 Determine status of investigations. 

Potential and existing claims. 
____ Organize and staff Unit, as appropriate.
____ Establish contact with incident Safety Officer and Liaison Officer or 

department/agency representatives. 

____ Determine the need for Compensation for Injury and Claims Specialists, request 
additional personnel, as necessary. 

____ Establish procedures with Medical Unit Leader on prompt notification of injuries 
or deaths. 

____ Ensure that volunteer personnel have been appropriately registered. 

____ Ensure written authority for persons requiring medical treatment. 

____ Ensure correct billing forms for transmittal to doctor and/or hospital. 

____ Ensure all witness statements and statements from Safety Officer and Medical 
Unit  are reviewed for completeness. 

____ Coordinate with Safety Officer to: 
Provide liaison with Occupational Safety and Health Administration  
Provide analysis of injuries. 
Ensure appropriate level of personal protective equipment (PPE) is being 
used, and that personnel have been trained in its use. 

 Accident reports – Safety Officer, Ground Support Unit Leader, and 
Operations Section. 

____ Maintain copies of hazardous materials and other medical debriefings; ensure 
they are included as part of the final incident package. 

____ Provide briefing to relief on current activities and unusual events. 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214 – Enclosure 4). 
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Cost Unit Leader

The following checklist is a guideline for the Cost Unit Leader.  You are 
encouraged to modify or change the list as necessary.  Note that some of the activities 
are one-time actions; others are ongoing or repetitive for the duration of the incident. 

____ Obtain briefing from Finance/Administration Section Chief:

Determine reporting time-lines. 
Determine standard and special reports required. 
Determine desired report format. 

____ Obtain and record all cost data: 

 Agency Equipment costs. 
Contract or mutual aid equipment costs. 
Contract or mutual aid personnel costs. 
Damage to facilities, infrastructure, equipment or vehicles. 

 Supplies. 
 Food. 
 Facility rental. 

____ Identify in reports all equipment/personnel requiring payment. 

____ Prepare incident cost summaries by operational period, or as directed by the
Finance/Administration Section Chief. 

____ If cost share agreement is done, determine what costs need to be tracked. They 
may be different than total incident costs. 

____ Prepare resources use cost estimates for Planning: 

Make sure estimates are updated with actual costs as they become 
available. 
Make sure information is provided to Planning according to Planning’s 
schedule. 

____ Make recommendations on cost savings to Finance/Administration Section Chief.  
This must be coordinated with Operations and Planning Sections—use of high 
cost equipment may have justifications unknown to Finance/Administration. 
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____ Maintain cumulative incident cost records.  Costs should reflect each individual 
entity (individual or crew personnel, individual pieces of equipment, food, 
facilities) the entity’s agency or contractor, pay premiums (overtime/hazard).  
These records should reflect: 

Agency, contract, and/or mutual aid equipment costs. 
Agency, contract, and/or mutual aid personnel costs and pay premiums 
(straight, hazard, and overtime). 
Contract or mutual aid equipment costs. 
Contract or mutual aid personnel costs. 
Damage to agency facilities, infrastructure, equipment or vehicles. 

 Supplies. 
 Food. 
 Facility rental. 

____ Ensure that all cost documents are accurately prepared. 

____ Enter data into an agency cost analysis system (Incident Cost Analysis Reporting 
System (ICARS) or similar system, if appropriate). 

____ Provide briefing to relief on current activity and unusual events. 

____ Identify topics for After Action Review / Lessons Learned 

____ Document all activity on Unit Log (ICS Form 214 – Enclosure 4). 
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XIII. MAYOR / CITY COUNCIL

As the senior elected official in City government, the Mayor, or in his absence, the 
President of the Council or a member of the Council (in order of their coming onto 
the Council) is responsible for confirmation of Emergency Declarations made by the 
Incident Commander in the absence of the City Manager.
The City Council is the chief legal, fiscal, and political body of the city. By law and 
tradition, this arm of government is responsible for the general safety and well being of 
the citizens and for policy decision-making. 

The major functions of the City Council are to provide policy-level guidance, impose 
necessary restrictions, and make high level decisions that provide input for strategic 
goals. The City Council is briefed by the Mayor, City Manager or as necessary the 
IMT/EOC Incident Commander or the IMT/EOC Liaison Officer on daily activities. 
During a declared emergency, they have authority to establish spending authorities and 
establish exemptions to existing law. They also have responsibility to help ensure 
essential information is communicated to the public. 
A “GOLDEN RULE” for every emergency is to:

1. Maintain your composure;
2. Assess the situation;
3. Understand your authority and responsibility; and
4. Take appropriate action

Personal and family safety and security should be a key element of your initial 
situation assessment.
Personal performance during an emergency will be heavily dependent upon individual 
and family preparedness.  If you have adequately prepared yourself and your family, 
you’ll likely be able to respond with greater confidence that your family is safe and 
capable of managing on their own. 

Actions taken before disaster strikes can increase your survivability, effectiveness, and 
peace of mind.  In addition to actions prompted by available checklists, there are a 
number of community programs, including the Community Emergency Response Team 
(CERT) program, available to help you and your family prepare for disaster.   

Once you and your family are prepared, you can more effectively focus your 
attention on the disaster and its impact on the City of Sherwood.  
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The following checklist is a guideline for City of Sherwood elected officials 
(Mayor and members of the City Council).  You are encouraged to modify or change 
the list as necessary.  Note that some of the activities are one-time actions; others are 
ongoing or repetitive for the duration of the incident. 

____ Start a record of your activities, contacts, and decisions. 

____ Contact the City Manager to determine if elected official representation is needed 
and determine meeting location. 

____ Advise family of destination and means of contact. 

____ Take list of important contacts. 

____ Take personal digital / tape recorder / digital camera. 

____ Take identification, ATM card, and cash. 

____ Obtain initial incident briefing from City Manager or Incident Commander. 

____ Maintain contact with your personal network of constituents and organizations 
with whom you provide liaison to the City Council. 

____ Provide information and support to the City Manager and emergency response 
staff. 

____ Reassure citizens through your presence and leadership. 

____ Coordinate with elected officials and senior executives from other jurisdictions, 
agencies, and businesses. 

____ Formulate policy and take other regulatory actions as necessary to facilitate 
response and recovery operations and maintain continuity of government. 

OPERATIONAL ISSUES

____ Assess public impacts. 

____ Assess impacts on the City’s financial status and day-to-day activities. 

____ Assess the City’s resource commitment (i.e., facilities activated, department 
resources committed, and overall resource status). 

____ Work with the City Manager and City Staff to define critical incident support 
activities and cover essential departmental services. 
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LEGAL ISSUES

____ Determine if legal staff has been assigned to advise the Incident Commander 
and City Staff. 

____ Identify regulatory actions necessary to protect the public and facilitate response 
and recovery activities: 

 Emergency declarations 
Chain of succession 
Intergovernmental obligations for service/mutual aid 

 Social controls 
Rationing of commodities – gasoline, water, etc. 

 Price controls 
Suspension or alteration of administrative/financial policies 

 Other actions________________________________________ 

POLITICAL ISSUES

____ Ascertain City Council meeting schedule. 

____ Confirm schedule and process for situation updates. 

____ Confirm with PIO press conference schedule and process for public information 
releases.  

It is critical that all information released about an emergency incident is 
coordinated with the Incident Commander and his/her PIO to ensure 
consistency and appropriateness of the information going to the public.

Uncoordinated and inconsistent messages to the public can be very 
detrimental to the overall response effort.

____ Assist in the development and evaluation of incident management policy. 

____ Participate as requested. 

____ Assist in coordinating other activities as requested. 

____ Coordinate with business leaders. 

Remember that your role is policy-making, liaison, and support, not operational
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Enclosure 1 
EMERGENCY CONTACT NUMBERS 

EMERGENCY .................................................................................................9 1 1
Washington County Dispatch (NON-EMERGENCY).................. (503) 629-0111
Bonnie L. Hays Small Animal Shelter ............................................. (503) 846-7041 

Clean Water Services / Emergency ............................................... (503) 846-8621 

FBI / Portland ................................................................................. (503) 224-4181 

Gazette (Ray Pitz) .......................................................................... (503) 546-0731 

NW Natural Gas / Emergency ........................................................ (800) 882-3377 

NW Natural Gas / Non Emergency .................. (503) 226-4211 or (800) 422-4012  

Oregon Emergency Management (ECC) ......................... (503) 378-2911 x 22264 

Oregon Emergency Response System (OERS)  ............................ (503) 378-6377 

Oregon Poison Center .................................................................... (800) 222-1222 

Oregonian (   ) ................................................................................. (503) 294-xxxx 

OSHA Enforcement ........................................................................ (888) 292-5247 

 .... (Notify for death within 8 hours / Notify for hospitalization other than observation within 24 hrs) 

PGE / Emergency..............................................(503) 464-7777 or (800) 544-1795 

PGE / Non Emergency ......................................(503) 228-6322 or (800) 542-8818 

Pride Disposal Business Customer Service ................................... (503) 625-6177 

Sherwood School District Superintendent (Dan Jameson) ............. (503) 925-8958 

 Cell       (971) 322-4267

Sherwood School District-Superintendent’s Exec..Patty Arrigoni.   (503) 625-5863 

Sherwood Senior Center………………………………………………..(503) 625-5644 

Suicide Prevention Hotline (800-Suicide) ......................................  (800) 784-2433 

TVWD / Water Service Problems ................................................... (503) 642-1511 

Washington County Emergency Management (Scott Porter) ......... (503) 642-0371 

Washington County Emergency Management (Steve Muir) ........... (503) 642-0394 

Washington County Medical Examiner ........................................... (503) 846-3575 

Washington County Mental Health Crisis Line ............................... (503) 291-9111 

Verizon / Business Customer Service ............................................ (800) 483-5100 

Additional pertinent Phone Numbers may be found in Section 5 of EMP
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Enclosure 2 

INSTRUCTIONS FOR CONTACTING EOC/IMT STAFF 

1. Begin with notifying the City Manager or his/her designee if away from Sherwood.

2. Next Notify Emergency Management Coordinator and Section Chiefs who are
responsible for contacting and directing recall of members of their section.

If someone does not answer, leave a voice message or text message and go on to the
next phone number in the tree.  Inform the initiator who has/has not been contacted.

Note: Due to the confidential nature of the information
contained in this Enclosure, it is not available for Public
Display. A complete copy of Enclosure 2 may be found in the
City of Sherwood Recorder’s Office.
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Enclosure 4 – Unit Log (ICS 214)

PAGE ___OF___ 

City of Sherwood UNIT 
LOG

1. Incident Name 2. Date Prepared 3. Time Prepared

4. Unit Name/Designators 5. Unit Leader (Name and Position) 6. Operational Period

7. Personnel Roster Assigned
Name ICS Position Home Base 

8. Activity Log
Time Major Events

9. Prepared by (Name and Position)
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ENCLOSURE 5 -

Outline – Incident Action Plan (IAP)

Part: Assigned to:
1. Incident Briefing – ICS 201 *

Pg 1 Incident Briefing map 
Pg 2 Summary of Current Actions 
Pg 3 Current Organization 
Pg 4 Resources Summary 

Incident Commander (IC) 

2. Incident Objectives (ICS 202)
Includes:

Pertinent Weather 
Safety Message 

Incident Commander 

3. Organization Assignment List or Chart
(ICS 203)

Planning Section – 
Resources Unit 

4. Assignment List  (ICS 204) Planning Section – 
Resources Unit 

5. Tactical Operations and Assignments
(ICS 215)

Operations SC 

6. Reporting Locations and Facility Needs Operations SC, with input 
from Logistics and Planning 
SC 

7. Resource Order Planning and Logistics 
SCs.  Logistics will place 
the order. 

8. Incident Communications Plan (ICS 205) Logistics SC 
(Communications Unit), 
with help from Planning SC 

9. Medical Plan (ICS 206) Logistics SC (Medical Unit) 

10. Incident Maps Planning SC (Situation 
Unit) 

11. Public Information Issues PIO 

*ICS 201 is normally not a part of a formal IAP, but can be used in the initial Planning Meeting
and to brief an incoming IC
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Enclosure 6

ICS Forms
The following provides brief descriptions of selected ICS Forms. This list is not all 
inclusive; other forms are available online, commercially, and in a variety of formats. 
Blank copies of these forms can be found in the Addendum to this Guide. Additional 
copies are in the EOC storage bins. 
1. ICS 201 – Incident Briefing
Most often used by the initial IC, this four-section document (often produced as four 
pages) allows for the capture of vital incident information prior to the implementation of 
the formal planning process. ICS 201 allows for a concise and complete transition of 
command briefing to an incoming new IC. In addition, this form may serve as the full 
extent of incident command and control documentation if the situation is resolved by the 
initial response resources and organization. This form is designed to be transferred 
easily to the members of the Command and General Staffs as they arrive and begin 
work. It is not included as a part of the formal written IAP.  
2. ICS 202 – Incident Objectives
ICS 202 serves as the first page of a written IAP. It includes incident information, a 
listing of the IC’s objectives for the operational period, pertinent weather information, a 
general safety message, and a table of contents for the plan. Signature blocks are 
provided.  
3. ICS 203 – Organization Assignment List
ICS 203 is typically the second page of the IAP. It provides a full accounting of incident 
management and supervisory staff for that operational period.  
4. ICS 204 – Assignment List
ICS 204 is included in multiples, based on the organizational structure of the Operations 
Section for the operational period. Each Division/Group will have its own page, listing 
the Supervisor for the Division/Group (including Branch Director if assigned) and the 
specific assigned resources with leader name and number of personnel assigned to 
each resource. This document then describes in detail the specific actions the Division 
or Group will be taking in support of the overall incident objectives. Any special 
instructions will be included as well as the elements of the Incident Radio 
Communications Plan (ICS 205) that apply to that Division or Group.
5. ICS 205 – Incident Communications Plan
ICS 205 is used to provide communications information to include all radio frequency 
assignments down to the Division/Group level.  
6. ICS 206 – Medical Plan
ICS 206 presents the incident’s Medical Plan to care for responder medical 
emergencies.  
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Enclosure 6 (Continued)

7. ICS 209L-1 – Incident Status Summary
ICS 209L-1 collects basic incident decision support information and is the primary 
mechanism for reporting this situational information to incident coordination and support 
organizations and the Agency Administrators/Executives. (See Section 2-I Reporting for 
a sample) 
8. ICS 211 – Incident Check-In List
ICS 211 documents the check-in process. Check-in recorders report check-in 
information to the Resources Unit.  
9. ICS 213 – General Message - Used by:

Incident dispatchers to record incoming messages that cannot be orally 
transmitted to the intended recipients.  

EOC and other incident personnel to transmit messages via radio or telephone to 
the addressee.  

Incident personnel to send any message or notification that requires hard-copy 
delivery to other incident personnel.  

ICS 213 is commonly used for transmitting messages using Amateur Radio. 
10. ICS 214 – Unit Log
Provides a record of unit activities. Unit Logs can provide a basic reference from which 
to extract information for inclusion in any after-action report. 
11. ICS 215 – Operational Planning Worksheet
ICS 215 is used in the incident Planning Meeting to develop tactical assignments and 
resources needed to achieve incident objectives and strategies.  
12. ICS 215A – Hazard Risk Analysis
ICS 215A communicates to the Operations and Planning Section Chiefs the safety and 
health issues identified by the Safety Officer. The ICS 215A form identifies mitigation 
measures to address the identified safety issues.  
.
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Enclosure 7

CONSENT WAIVER and SIGN-IN / SIGN-OUT SHEET
In connection with my voluntary involvement in activities undertaken for, and with the participation and support of the City of Sherwood, I 
hereby agree, for myself, my heirs, assigns, executors, and administrators to release and discharge the City of Sherwood, its officers and directors, 
employees, agents, and volunteers from all claims, demands, and actions for injuries sustained to my person and/or property as a result of my 
involvement in such activities, whether or not resulting from negligence, and I agree to release and hold the City of Sherwood, its officers and 
directors, employees, agents and volunteers harmless from any cause of action, claim, or suit arising there from. I hereby attest that my
attendance and involvement in such activities is voluntary, that I am participating at my own risk, and that I have read the foregoing terms and 
conditions of this release.

I hereby confirm, represent and warrant that I have never been convicted of or charged with a violent crime, child abuse or neglect, child 
pornography, child abduction, kidnapping, rape or any sexual offense, nor have I ever been ordered by a court to receive psychiatric or 
psychological treatment in connection therewith.

I hereby grant the City of Sherwood the irrevocable right to use forever any film, video tape, audio tape, photographs, slides, or combination 
thereof, for inclusion in any promotional or advertising purposes, and I agree to appear without pay.

DATE TIME 
IN PRINT NAME SIGNATURE TIME 

OUT 
HOURS 

WORKED 
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Intentionally Left Blank 
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Enclosure 8

Recommendations:  Supplies and Equipment

for the Emergency Operations Center (EOC)

Maps and Diagrams:

 Fire District(s) 

City Map, designating potential hazards and critical infrastructure 

Emergency Transportation Routes 

 County Map 

Road maps, State and local 

 Diagram – Incident Command System (ICS) 

General:

State of Oregon Emergency Declaration Guidelines 

Nameplates/ID placards for each position in the EOC 

Admin supplies for EOC command and support staff 

3 copies of the Emergency Management Plan (EMP) 

Wall clock, digital or standard (24-hour format) 

Flip charts with extra writing pads 

2 projectors, computer and overhead 

2 TV monitors, one for local stations and one for CNN 

 Copier 

 FAX 

 Printer 

Phones with pre-assigned extensions for each EOC position and desk 

Laptop computers for Command and General Staff 
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Enclosure 8 (Continued)

Supply of ICS forms 

Rubber-Maid storage tubs; one for each EOC section.  Each tub should contain:  
ID placard, color-coded vests, phone instrument, admin supplies, computer 
keypads, and one copy of the Emergency Operations Guide (EOG) 

Radios, 154 MHz and/or 800 MHz 

HAM radios, Amateur Radio Emergency Services (ARES) 

First aid kits 

Flashlights, cots, blankets, extra food and water (3-day supply minimum) 

PIO supplies and equipment 

Computer system and communications manuals, as applicable 
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Enclosure 9
MAP OF SHERWOOD WITH CRITICAL INFRASTRUCTURE OVERLAYS
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NOTES
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Addendum – Blank ICS Forms

ICS 201 Incident Briefing
ICS 202 Incident Objectives
ICS 203 Organization Assignment List
ICS 204 Assignment List
ICS 205 Incident Radio Communications Plan
ICS 206 Medical Plan
ICS 209L-1 Incident Status Summary
ICS 211 Incident Check-In List
ICS 213 General Message
ICS 214 Unit Log
ICS 215 Operational Planning Worksheet
ICS 215A Hazard Risk Analysis




