
 
 

 
 
 
 
 
 
 
 

Emergency Response Plan 
Allen County Preparedness System 

Planning Frameworks – Response 
Support Annex 

 
 
 
 

December 2015 
 
 
 
 
 
 

Allen County Office of Homeland Security 
1 East Main Street, Room 754 

Fort Wayne, IN 46802 
 



 

                                                   December 2015 

Page 2 of 24 
 

Allen County Office of Homeland Security 
Allen County Preparedness System – Emergency Response Plan 

 

TABLE OF CONTENTS 
 
1.0  Introduction ............................................................................................................................... 3 
2.0  Scope ......................................................................................................................................... 3 
3.0  Organization .............................................................................................................................. 3 

3.1 Elected Officials .................................................................................................................... 3 
3.2  Policy Group ........................................................................................................................ 5 
3.3  Incident Commander/Unified Command ............................................................................. 5 
3.4  Emergency Operations Center ............................................................................................. 5 

4.0  Concept of Operations ............................................................................................................... 5 
4.1  Incident Command System .................................................................................................. 5 

4.1.1  Incident Commander .................................................................................................... 7 
4.1.2  Unified Command ........................................................................................................ 7 
4.1.3  ICS Forms ..................................................................................................................... 8 
4.1.4  Incident Action Plan ..................................................................................................... 9 

4.2  Incident Types .................................................................................................................... 11 
4.3  Transition to Full Incident Management ............................................................................ 12 

4.3.1  Emergency Operations Center .................................................................................... 12 
4.3.2  Incident Management Team ....................................................................................... 13 
4.3.3  Incident Complex ........................................................................................................ 14 
4.3.4  Area Command ........................................................................................................... 14 
4.3.5  State Emergency Operations Center ........................................................................... 15 
4.3.6  Multiagency Coordination System ............................................................................. 15 

4.4  ICS Positions ...................................................................................................................... 15 
4.4.1  IC/UC .......................................................................................................................... 16 
4.4.2  Public Information Officer (PIO) ............................................................................... 16 
4.4.3  Safety Officer (SO) ..................................................................................................... 16 
4.4.4  Liaison Officer (LNO) ................................................................................................ 16 
4.4.5  Operations Section Chief (OSC) ................................................................................. 16 
4.4.6  Planning Section Chief (PSC) ..................................................................................... 19 
4.4.7  Logistics Section Chief (LSC) .................................................................................... 20 
4.4.8  Finance Section Chief (FSC) ...................................................................................... 22 

4.5  Staging Areas ..................................................................................................................... 23 
5.0  Plan Maintenance .................................................................................................................... 23 
6.0  Acronyms and Abbreviations .................................................................................................. 23 
7.0  Appendix ................................................................................................................................. 24 
 
 
 
 
 
 
 
 
 
 
 



 

                                                   December 2015 

Page 3 of 24 
 

Allen County Office of Homeland Security 
Allen County Preparedness System – Emergency Response Plan 

1.0  INTRODUCTION 
During an emergency incident, three components are essential for an effective response: 
management of the incident by an Incident Commander (IC), or Unified Command (UC); 
effective coordinated response by well-trained emergency responders; and support/coordination 
of the incident by the Emergency Operations Center (EOC).   
 
The Allen County Emergency Response Plan presents an all-hazards approach to emergency 
incident response in Allen County.  This document outlines the coordination between multiple 
agencies, the IC/UC, and the EOC the management of an incident.  It will be the role of the Allen 
County Office of Homeland Security (Homeland Security) to ensure that the response is 
effectively coordinated and carried out in an effective manner. 

2.0  SCOPE 
The Allen County Preparedness System provides the overall framework for the core capabilities 
of prevention, protection, response, recovery, and mitigation and identifies the associated tasks.  
The Emergency Support Functions (ESF) describes who is doing what task.  Standard Operating 
Procedures (SOPs) describe how those tasks will be completed.  Finally, this Emergency 
Response Plan provides for the coordination of the agencies in completing their tasks and 
working together in an organized response to disasters and other emergencies.  As such, this plan 
is in force for any and all emergencies within Allen County. 

3.0  ORGANIZATION 
The response to a large scale incident is multilayered.  The incident is “owned” by the elected 
officials or Chief Executive Officer of the involved jurisdiction.  The Policy Group works at the 
jurisdictional level and answers to the elected official(s).  The Incident Commander/Unified 
Command has responsibility for the overall management of the incident, works at the incident 
level, and answers to the Policy Group.  The EOC works to support and coordinate incident 
response. 
 
In large scale events involving multiple jurisdictions or agencies from the State or Federal 
governments, additional levels of command, control, and coordination may be called for.  These 
additional levels may involve Area Command; State EOC; and Federal IMT, Field Offices, and 
Multiagency Coordination System.  (Figure 1) 

3.1 ELECTED OFFICIALS 
The local elected officials of the involved jurisdiction own the emergency incident, regardless of 
any State or Federal involvement.  It is their community that is effected and they will ultimately 
they will have to answer for the response.  They will set the overall goals that they want the 
emergency responders to achieve and then they need to monitor the response, but allow the 
people trained to respond to create and carry out the strategies and tactics. 
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3.2  POLICY GROUP 
The policy group consists of the heads of the involved emergency response agencies and elected 
officials (or their designees) having jurisdiction over the incident.  They will develop the 
jurisdictional objectives for the incident and will monitor the activities of the response, but need 
to allow the Incident Commander/Unified Command to provide the command and control of 
those activities.   

3.3  INCIDENT COMMANDER/UNIFIED COMMAND 
The IC/UC provides the overall management of the incident, develops and implements the 
strategic objectives for each operational period to meet the jurisdictional objectives.  The IC/UC 
approves the ordering and release of all resources involved in the incident response. 

3.4  EMERGENCY OPERATIONS CENTER 
The local EOC will provide support and coordination for the incident response as needed.  The 
EOC also maintains situational awareness and disseminates that information to those authorized 
to receive it. The EOC maintains communicates with the IC/UC; Policy Group; State EOC; local, 
state, and federal agencies; and providers of resources as required. 

4.0  CONCEPT OF OPERATIONS 
Allen County including all political subdivisions is committed to using the Incident Command 
System to manage emergency incidents of all sizes.  The positions in the Incident Command 
System have standardized training that allows someone trained for a position to be able to fill that 
position regardless of which agency they work for, or which jurisdiction they are from.  Incident 
management has evolved from just the highest ranking on scene officer from the primary agency 
with jurisdiction over the incident being in charge, into a highly trained team of incident 
managers. 

4.1  INCIDENT COMMAND SYSTEM 
The Incident Command System (ICS) is a standardized, all-hazard incident management concept.  
ICS allows its users to adopt an integrated organizational structure to match the complexities and 
demands of single or multiple incidents without being hindered by jurisdictional boundaries.  ICS 
is a proven management system based on successful emergency management practices.  ICS 
consists of procedures for controlling personnel, facilities, equipment, and communications.  It is 
a system designed to be used or applied from the time an incident occurs until the requirement for 
management and operations no longer exists.  The ICS is flexible and only those components that 
are needed should be used, adding or removing components as the incident dictates.  The ICS is 
organized as follows: 

• Incident Commander: The Incident Commander is responsible for the overall 
management of the incident.  

• Command Staff: The Command Staff consists of the Public Information Officer, 
Safety Officer, and Liaison Officer. They report directly to the Incident Commander. 

• General Staff: The organization level having functional responsibility for primary 
segments of incident management (Operations Section, Planning Section, Logistics 
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Section, and Finance/Administration Section) and is led by a Section Chief. The 
Section level is organizationally between Branch and Incident Commander. 

• Branch: That organizational level having functional, geographical, or jurisdictional 
responsibility for major parts of the incident operations and is led by a Branch 
Director. The Branch level is organizationally between Section and Division/Group 
level in the Operations Section, and between Section and Unit level in the Logistics 
Section. Branches are identified by the use of Roman Numerals, by function, or by 
jurisdictional name. 

• Division: That organizational level having responsibility for operations within a 
defined geographic area and is led by a Division Supervisor. The Division level is 
organizationally between the Strike Team/Task Force/Single Resource and the Branch 
in the Operations Section. 

• Group: That organizational element established to divide the incident into functional 
areas of operation and is led by a Group Supervisor. The Group level is 
organizationally between the Strike Team/Single Resource and the Branch in the 
Operations Section. 

• Unit: That organizational element having functional responsibility for a specific 
incident planning, logistics, or finance/administration activity.  The Unit is led by 
a Unit Leader.  The Unit level is organizationally between the Branch and the 
Single Resource in the Planning, Logistics, and Finance Sections. 

• Task Force: A group of mixed resources with common communications and is led 
by a Team Leader.  The Task Force level is organizationally between the Division 
or Group and the Single Resource in the Operations Section. 

• Strike Team: A group of the same kind and type of resources with common 
communications and is led by a Team Leader.  The Strike Team level is 
organizationally between the Division or Group and the Single Resource in the 
Operations Section. 

• Single Resource: An individual piece of equipment and its personnel complement, or an 
established crew or team of individuals with an identified work supervisor that can be 
used on an incident. 

 
The full ICS organizational structure is pictured below (Figure 2).  Only as much of the structure 
is used as is needed.  Levels and positions can be added or removed as the incident warrants.   
 
 
 
 
 
 
 
 

(This space intentionally left blank) 
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Figure 2 

 
 

4.1.1  Incident Commander 
In a small incident, the organizational structure is normally fairly basic with limited Command 
and General Staff officers.  This is the typical structure for daily operations.  The Incident 
Commander (IC) normally is from the lead agency for the incident response if more than one 
agency is involved.  
 
As the incident progresses and the primary agency shifts from agency to another agency, the IC 
will usually shift as well.  An example of this is when there is a large traffic accident with vehicle 
fires and victims trapped.  The primary agency is the fire department as they suppress the fires 
and rescue the trapped victims.  Once the fires are out, any hazmat is controlled, and the victims 
are removed, law enforcement becomes the primary agency as they conduct the accident 
investigation. 

4.1.2  Unified Command 
When the incident is large enough, complex enough, and/or has several different emergency 
service agencies involved, a Unified Command (UC) is normally formed with the on scene 
commander of each emergency service agency involved in the incident.  This group of 
commanders in the UC provides the on scene command and control of the response activities, 
typically under the lead of the original IC.  Some or all of the Command and General Staff 
positions along with Branch Directors, Supervisors, and Team Leaders should be created as 
needed.   
 
When the Homeland Security Director arrives at the Incident Command Post (ICP), he may take 
the lead in the overall management of the incident, while tactical operations will remain under the 
respective emergency service commanders in UC. 
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4.1.3  ICS Forms  
Standardized ICS Forms will be used to document incident information in both the ICP and the 
EOC.  The Office of Homeland Security has and will provide (if needed) all of the necessary ICS 
Forms required to document incident information (Chart 1). 
 
 
 
 
 

ICS Form Title Section 
Responsible 

Typically Prepared 
by: 

Approvals 
Required: 

201 Incident Briefing Command Initial IC None 
202* Incident Objectives Planning PSC IC 
203* Organization Assignment List Planning PSC or Resources Unit 

Leader (RESL) 
None 

204* Assignment List Planning PSC or RESL and OSC PSC 

205* Incident Radio Communications 
Plan 

Logistics LSC or Communications 
Unit Leader (COML) 

None 

205A** Communications List Logistics LSC or COML LSC 
206* Medical Plan Logistics LSC or Medical Unit 

Leader (MEDL) 
Safety 
Officer 

207 Incident Organization Chart Planning PSC or RESL None 
208** Safety Message/Plan Command Safety Officer IC 
209 Incident Status Summary Planning PSC or Situation Unit 

Leader (SITL) 
PSC 

210 Resource Status Change Logistics LSC or COML None 
211 Check-in List Planning PSC or RESL None 
213 General Message (3 part form) ALL Sections ANY Message 

Originator 
None 

214 Activity Log ALL Sections ALL Sections None 
215 Operational Planning Worksheet Operations OSC IC (Planning 

Meeting) 
215-A Incident Action Plan Safety 

Analysis 
Safety Officer Safety Officer IC (Planning 

Meeting) 
218 Support Vehicle/Equipment 

Inventory 
Logistics LSC or Ground Support 

Unit (GSUL) 
None 

219 Resource Status Card (T-Cards) Planning PSC or RESL None 
220 Air Operations Summary 

Worksheet 
Operations OSC or Air Branch 

Director 
None 

221 Demobilization Check-out Planning PSC or Demobilization 
Unit Leader 

None 

225 Incident Personnel Performance 
Rating 

ALL Sections All Supervisors None 

 
Chart 1 

 
NOTE: In the above table, the ICS Forms identified with an asterisk (*) are typically included in an IAP.  Forms 

identified with two asterisks (**) are forms that could be used in the IAP. 
 
 
All ICS Forms are to be turned into the Planning Section following the end of an operational 
period or demobilization, for use in the After Action Report. 
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4.1.4  Incident Action Plan 
The Incident Action Plan (IAP) is a written plan containing general objectives reflecting the 
overall strategy for managing an incident.  It may include the identification of operational 
resources and assignments.  It may also include attachments that provide direction and important 
information for management of the incident during one or more operational periods.  The IAP is 
designated as form ICS-202.  The IAP is typically not used for a type 5 incident, may be used for 
a type 4 incident, and is typically used for a type 3 and above incident.  (See section 4.2) 
 
Each operational period of the incident response is governed by the objectives and tactics 
documented in the IAP.  The operational period is the time scheduled for executing a given set of 
operational actions as specified in the IAP.  Operational periods can be of various lengths, 
although usually they last 12-24 hours.   
 
The IC/UC and/or Planning Section Chief will be responsible for overseeing the process of 
creating an IAP for each operational period.  This process, which is laid out in the Planning P 
(Figure 3) brings together the IC/UC and the Command and General Staff in a series of meetings 
that produce the IAP.  The IAP is then put into use during the operational period and is constantly 
reviewed and either validated or adjusted as needed.  The Planning P process is repeated for each 
operational period producing a new IAP for that period. 
 
The finished IAP is normally composed of the ICS-202 and other forms; such as 203, 204, 205, 
205A, etc.; as well as one or more maps. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space intentionally left blank) 
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Figure 3 
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4.2  INCIDENT TYPES 
Incidents may be typed in order to make decisions about resource requirements. Incident types 
are based on the following five levels of complexity. (Source: U.S. Fire Administration) 
 
Type 5 – The incident can be handled with one or two single resources with up to six personnel. 

• Command and General Staff positions (other than the Incident Commander) are not 
activated. 

• No written Incident Action Plan (IAP) is required. 
• The incident is typically contained within an hour or two after resources arrive on scene. 
• Examples include a vehicle fire, an injured person, or a police traffic stop. 

 
Type 4 – The incident requires an initial response of several mixed resources and may include a 
Task Force or Strike Team.  May require the response of mutual aid resources. 

• Command Staff and General Staff functions are activated only if needed. 
• No written Incident Action Plan (IAP) is required. 
• The incident is contained within one operational period in the control phase, usually 

within several hours after resources arrive on scene.   
• Examples include a major structure fire, a multivehicle crash with multiple patients, a 

hostage/standoff situation, or a moderate hazmat spill. 
 
Type 3 – The incident exceeds the capabilities of the local resources and requires the response of 
district and/or state resources. 

• The appropriate ICS positions should be added to match the complexity of the incident. 
• A Type 3 Incident Management Team (IMT) should be brought in to manage incidents 

with a significant number of resources and an extended response involving two or more 
operational periods.  

• A written IAP is typically required for each operational period. 
• The incident typically extends into multiple operational periods. 
• Examples include a large scale incident covering a wide area with many injured, multiple 

structures involved, and many different responder agencies involved such as from a large 
tornado. 

 
Type 2 –The incident extends beyond the capabilities of local resources and requires the response 
of state and/or national resources to effectively manage the operations, command, and general 
staffing. 

• Most or all of the Command and General Staff positions are filled with the incident being 
managed by a Type 1 or 2 IMT. 

• A written IAP is required for each operational period. 
• The incident extends into a multi-day operation with many operational periods. 
• Many of the functional units are needed and staffed. 
• Operations personnel normally do not exceed 200 per operational period and total 

incident personnel do not exceed 500 (guidelines only). 
• Typically involves incidents of regional significance.  

 
Type 1 – This type of incident is the most complex, requiring national resources to safely and 
effectively manage and operate. 

• All Command and General Staff positions are activated with the incident being managed 
by a Type 1 IMT. 
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• A written IAP is required for each operational period. 
• Operations personnel often exceed 500 per operational period and total personnel will 

usually exceed 1,000. 
• Branches may need to be established. 
• Use of resource advisors at the incident base is recommended. 
• There is a high impact on the local jurisdiction, requiring additional staff for office 

administrative and support functions. 
• Typically involve incidents of national significance. 

4.3  TRANSITION TO FULL INCIDENT MANAGEMENT 
As an incident evolves, the first in emergency units will operate under their agencies normal daily 
SOPs.  One of the first in units becomes the acting IC and establishes a temporary Incident 
Command Post (ICP) until a higher level command staff arrives on scene and takes over as IC.  
The ICP should be established in a safe zone, but within range of the incident that allows good 
situational awareness and communications with the response personnel.  A flashing green light 
and/or a green flag should be used to mark the ICP.  If the incident is large enough and as more 
emergency units from other agencies arrive, they should move from an IC to a UC.   
 
Each agency and organization that is involved in the incident response will follow their SOPs and 
be under their normal chain of command for administrative issues, but with respect to the incident 
operations, they will fall under the command and control of the IC/UC.   
 
When the IC/UC determines that the incident has become larger or more complicated than a Type 
5 incident, they will request that the ACOHS be notified.  They may also consider requesting the 
activation of the EOC.   
 
The Homeland Security Director will respond and begin management of the Type 4 incident from 
the ICP as part of the UC.  Tactical operations will remain under the respective emergency 
services Commanders in UC.  Command and General staff positions should be filled as needed.  
A specialized vehicle, trailer, or tent to use as the ICP may be brought in so they have more room 
to work and coordinate with their expanding staff.  Alternately they may use a nearby structure 
that meets their needs for the ICP.  When the ICP is moved, the flashing green light and/or green 
flag should be moved as well.  Consideration should be given to activating the EOC if it hasn’t 
already be activated. 

4.3.1  Emergency Operations Center 
The EOC is designed to coordinate the support needs of field operations in the response and 
recovery phases by obtaining and providing resources, maintaining situational awareness, 
coordinating activities, providing information to the public through the PIO/JIC, and to bring 
decision-makers of the involved agencies together to coordinate their response to an incident.  
The command and control of incident operations remains with the Incident Commander, Unified 
Command or Incident Management Team in the Incident Command Post. 
 
The activation of the EOC will normally come as a result of a request from: the on-site IC/UC; 
the head of any agency; the elected official of any jurisdiction within Allen County; or 
proactively by the Homeland Security Director.   
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4.3.1.1  Information Collection and Dissemination 
The EOC will constantly maintain a situational awareness of the incident and surrounding issues, 
based on information provided by the IC/UC/IMT, other response and support agencies, and any 
other means.  This provides a Common Operating Picture (COP) which reflects the operational 
status of critical facilities, as well as the response actions being conducted.  The COP should 
reflect at least the following: 

• Casualties (injuries and fatalities) 
• Search and rescue status (capabilities, needs, and actions) 
• Communications status (public safety radio, cellular phone, landline phone, satellite, 

amateur radio, and any others) 
• Hospital/Public Health status (capabilities, needs, and actions) 
• EMS status (capabilities, needs, and actions) 
• Fire status (capabilities, needs, and actions) 
• Law enforcement status (capabilities, needs, and actions) 
• Schools’ status (capabilities, needs, and actions) 
• Water systems status 
• Wastewater and ground water status 
• Energy status (electric, gasoline, natural gas, and oil) 
• Transportation systems’ status (roads/bridges, rail, airports/air) 
• Hazardous materials issues and actions 
• Mass care/shelter (capabilities, needs, and actions) 

4.3.1.2  WebEOC 
WebEOC serves as a tool for resource management, documentation, collaboration, and provides 
for a COP for local and state agencies involved in the incident response and integrates with the 
State EOC.  Contact lists, infrastructure status, and communication network status are maintained 
in WebEOC among many other tools. 
 
Resource requests can be made and tasked to state agencies through the State EOC.  Such activity 
is date/time stamped and replies from the tasked agencies are sent to the originating agency. 

4.3.1.3  Resource Management 
In an emergency or disaster, requests for resources outside of what is provided by the responding 
agencies themselves, will be sent from the IC/UC to the EOC to be processed to determine how 
and if the requests can be met.  If the resources needed are inadequate or have been exhausted 
within the county, the EOC will seek support from other counties, the District, or the State 
(through the State EOC). 
 
The Office of Homeland Security maintains a resource list of current assets within the jurisdiction 
and within the District.  The Allen County COAD also maintains a list of services/resources 
available through their members.  The COAD is accessed through the United Way of Allen 
County 211. 

4.3.2  Incident Management Team 
An Incident Management Team (IMT) is an incident command organization made up of an 
Incident Commander, the Command Staff, and the General Staff with their component branches 
and units.  IMT members are specifically trained and certified to fill the positions within the ICS 
structure, and are typically able to operate over multiple operational periods.  Indiana District 3 
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has a Type 3 IMT, as do other Districts within the State.  Type 1 and 2 IMT are available from 
the Federal Government.  An IMT may be requested to supplement the staff of the ICP, to replace 
the original ICP staff at an extended incident with multiple operational periods, or as the incident 
type reaches higher levels of complexity.   

4.3.3  Incident Complex 
When more than one separate incident is occurring close together, they can be combined under 
one IC/UC as an Incident Complex.  Typically each separate incident would be organized as a 
separate Branch under the Operations Section.   

4.3.4  Area Command 
Area Command is used to oversee the management of: 

• Two or more incidents generally in the same area and often of the same type, that are 
each being handled by an IC/UC; or 

• An incident that covers or expands to cover a large geographical area and is divided into 
multiple sectors, each with its own IC/UC. 

 
An Area Command can be established as an Area Commander or a Unified Area Command.  
When an Area Command is used, each IC/UC reports directly to the Area Command.  The Area 
Command in turn reports to the Policy Group.  The Area Command structure is pictured below 
(Figure 4). 
 

 
Figure 4 

 
 
As is always the case with ICS, only those positions that are needed to be filled should be filled. 
 
Area Command responsibilities include: 
• Confirm and coordinate objectives with each site’s IC/UC. 
• Ensure that incident objectives are met and do not conflict with each other or agency policy. 
• Establish incident-related priorities. 
• Allocate/reallocate critical resources based on incident priorities. 
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• Ensure that personnel are qualified and incidents are properly managed. 
• Coordinate demobilization of assigned resources. 
• Coordinate with Agency Administrator, EOC, other MAC entities, and the media. 

 
Critical activities include: 
• Rapidly assess the situation for each incident and ensure that incident action planning is 

addressing the priorities and direction set by the Policy Group. 
• Communicate priorities to the IC/UCs. 

4.3.5  State Emergency Operations Center 
The State EOC provides much the same coordination and support at the state level, for state and 
federal resources that may be requested by the local ICS organization.  Requests normally 
originate from the local EOC. 

4.3.6  Multiagency Coordination System 
As an incident becomes more complex, a Multiagency Coordination (MAC) System is used to 
coordinate and support the response efforts.  A MAC System is a combination of integrated 
facilities, equipment, personnel, procedures, and communications with responsibility for 
coordinating and supporting incident management activities.  It is the expansion of the Policy 
Group to include the decision makers from multiple jurisdictions at the local, regional, state, and 
federal levels.  It allows all levels of government and all disciplines to work together more 
efficiently and effectively.  Personnel in the MAC System work together by teleconference, work 
in separate groups linked by telephone and internet, or assemble as one group in a physical 
location. 
 
The MAC System provides the architecture to support coordination for: 

• Incident prioritization 
• Critical resource allocation 
• Communications systems integration 
• Information coordination 

 
It provides that support and coordination to the IC/UC by: 

• Making policy decisions 
• Establishing priorities 
• Resolving critical resource issues 
• Facilitation logistics support and resource tracking 
• Collection, analyzing, and dissemination information 

 
The MAC System is made up of: 

• Policy level groups with decision making authority 
• Agency representatives with functional or jurisdictional authority to implement policy 
• Coordination centers such as EOCs, dispatch centers, etc. 

4.4  ICS POSITIONS 
These are the ICS positions and a brief outline of their functions.  This is not intended to be a 
comprehensive and complete checklist for all situations which is found in Appendix A, rather an 
overview of the major tasks that should be accomplished. 
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4.4.1  IC/UC 
• Conduct initial assessment  
• Establish ICP 
• Establish the ICS structure 
• Manage initial response 
• Begin planning process (Planning P) 
• Overall management of the incident response 
• Assess resource needs and order 
• Coordinate with outside agencies 
• Authorize information releases to the media 
• Maintain a Unit Log (ICS-214) 

4.4.2  Public Information Officer (PIO) 
• Determine from IC/UC limits on information release 
• Organize, assign, and brief assistants 
• Obtain IC/UC approval for media releases 
• Manage media and public inquiries 
• Coordinate emergency public information and warnings 
• Establish any restrictions for media access 
• Establish and staff a JIC 
• Provide media briefings 
• Obtain intelligence from the media, share with Planning 
• Maintain a Unit Log (ICS-214) 

4.4.3  Safety Officer (SO) 
• Recon the incident visually 
• Asses and communicate hazardous and unsafe situations 
• Develop and communicate safety measures 
• Develop a site safety analysis and medical plan  
• Exercise emergency authority to stop and correct unsafe acts or conditions 
• Maintain awareness of active and developing situations 
• Ensure working conditions are monitored 
• Maintain a Unit Log (ICS-214) 

4.4.4  Liaison Officer (LNO) 
• Provide a point of contact for assisting and cooperation Agency Representatives (AREP) 
• Identify all AREPs from each agency and develop complete contact information 
• Brief IC/UC on AREP concerns 
• Maintain a Unit Log (ICS-214) 

4.4.5  Operations Section Chief (OSC) 
• Recon the incident visually, if possible 
• Participate in the creation of the IAP, sign off on the ICS-204 
• Issue and brief Operations Section personnel on the IAP 
• Assign specific work tasks to Branches (or Divisions and Groups) 
• Direct the execution of the IAP for the Section 
• Supervise Operations Section activities 
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• Implement effective strategies and tactics to meet operational objectives 
• Monitor and evaluate Ops Section actions, redirect actions as appropriate, update ISC-

204s 
• Make expedient changes to the IAP as appropriate, briefing IC/UC 
• Keep IC/UC, Command & General Staff briefed on Ops Section status 
• Participate with the planning cycle and development of next operational period’s IAP 
• Maintain a Unit Log (ICS-214) 

4.4.5.1  Branch Director (OPBD) 
• Issue and brief Branch personnel on the IAP 
• Assign specific work tasks to Divisions and Groups 
• Implement the IAP for the Branch 
• Supervise Branch activities 
• Monitor and evaluate Branch actions, redirect actions as appropriate, update ICS-204s 
• Keep OSC briefed on Branch operations, suggest modifications to IAP as appropriate 
• Resolve logistics problems reported by subordinates 
• Keep RSEL informed (through chain of command) of Branch resource status 
• Maintain a Unit Log (ICS-214) 

4.4.5.2  Division Supervisor (DIVS) 
• Issue and brief Division personnel on the IAP 
• Assign specific work tasks to Teams and Resources 
• Implement the IAP for the Division 
• Supervise Division activities 
• Coordinate activities with other Divisions/Groups 
• Monitor and evaluate Division actions, redirect actions as appropriate, update ICS-204s 
• Keep OPBD or OSC briefed on Division operations, suggest modifications to IAP as 

appropriate 
• Resolve logistics problems reported by subordinates 
• Keep RSEL informed (through chain of command) of Division resource status 
• Maintain a Unit Log (ICS-214) 

4.4.5.3  Group Supervisor (GRPS) 
• Issue and brief Group personnel on the IAP 
• Assign specific work tasks to Teams and Resources 
• Implement the IAP for the Group 
• Supervise Group activities 
• Coordinate activities with other Divisions/Groups 
• Monitor and evaluate Group actions, redirect actions as appropriate, update ICS-204s 
• Keep OPBD or OSC briefed on Group operations, suggest modifications to IAP as 

appropriate 
• Resolve logistics problems reported by subordinates 
• Keep RSEL informed (through chain of command) of Group resource status 
• Maintain a Unit Log (ICS-214) 

4.4.5.4  Strike Team Leader (STL) 
• Organize and brief personnel, assign specific tasks 
• Supervise Strike Team activities 
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• Monitor work progress and make changes when necessary 
• Keep Supervisor informed of progress, changes, and resource status/needs 
• Submit logistics needs to Supervisor 
• Coordinate with other Strike Teams, Task Forces, and single resources 
• Retain command and control of resources while in available or out-of-service status 
• Keep RSEL informed (through chain of command) of Group resource status 
• Maintain a Unit Log (ICS-214) 

4.4.5.5  Task Force Team Leader (TFL) 
• Organize and brief personnel, assign specific tasks 
• Supervise Task Force activities 
• Monitor work progress and make changes when necessary 
• Keep Supervisor informed of progress, changes, and resource status/needs 
• Submit logistics needs to Supervisor 
• Coordinate with other Strike Teams, Task Forces, and single resources 
• Retain command and control of resources while in available or out-of-service status 
• Keep RSEL informed (through chain of command) of Group resource status 
• Maintain a Unit Log (ICS-214) 

4.4.5.6  Single Resource Boss 
• Organize and brief personnel, assign specific tasks 
• Supervise crew activities 
• Monitor work progress and make changes when necessary 
• Keep Team Leader or Supervisor informed of progress, changes, and resource 

status/needs 
• Submit logistics needs to Team Leader or Supervisor 
• Coordinate with other Strike Teams, Task Forces, and single resources 
• Retain command and control of resources while in available or out-of-service status 
• Keep RSEL informed (through chain of command) of Group resource status 
• Maintain a Unit Log (ICS-214) 

4.4.5.7  Staging Area Manager 
• Issue and brief assistants on the IAP, make assignments 
• Plan and organize staging area for quick and effective movement of resources into and 

out of staging 
• Supervise Staging Area activities 
• Maintain safety and supervise resource movements within staging 
• Establish expected resource levels by type, with OSC 
• Advise OSC with resource levels reach the established minimum levels 
• Ensure security of Staging Area 
• Establish check-in and check-out process 
• Respond to requests for resource assignments 
• Determine and request logistical support for personnel and/or equipment as needed 
• Arraign for maintenance needs for resources in staging 
• Advise OSC of all changing situation/conditions in staging 
• Keep RSEL informed (through chain of command) of resource status 
• Maintain a Unit Log (ICS-214) 
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4.4.6  Planning Section Chief (PSC) 
• Work closely with the IC and OSC in planning the strategy and tactics for the incident 

objectives 
• Staffing, organizing, and supervising the Planning Section 
• Recon the incident visually, if possible 
• Preparing and directing the planning cycle and supervising the creation of the IAP and all 

appropriate ICS forms for each operational period 
• Facilitate and lead the planning cycle meetings  
• Present the IAP for the next operational period 
• Issue and brief Planning Section personnel on the IAP 
• Assign specific work tasks to Planning Section Units 
• Supervise Planning Section activities 
• Contemplate and formulate information on alternative strategies 
• Bring in Technical Specialists when/where needed 
• Maintain situational awareness of the incident, weather, and surrounding events 
• Compile and display incident status summary and specific information and maps 
• Brief the IC, Command and General Staff on incident status on regular basis 
• Provide status reports, maps, and other information to appropriate requesters 
• Ensure complete documentation of incident and use of ICS forms 
• Maintain a Unit Log (ICS-214) 

4.4.6.1  Situation Unit Leader (SITL) 
• Set-up the Situation Unit 
• Start collecting and analyzing incident information as soon as possible 
• Recon the incident visually, if possible; send out staff to recon and photograph 
• Organize the Situation Unit personnel, brief, and assign specific tasks 
• Supervise Situation Unit activities 
• Prepare, post, and disseminate incident information (reports, maps, assessments, resource 

status, situation status, weather, hazards, etc.) 
• Collect and maintain current incident information and intelligence (monitor Operations 

Section activities) 
• Provide status reports to PSC 
• Provide status reports to appropriate requesters 
• Prepare the Incident Status Summary (ICS-209) 
• Maintain a Unit Log (ICS-214) 

 

4.4.6.2  Resource Unit Leader (RESL) 
• Set-up the Resource Unit 
• Establish check-in/check-out at incident locations (ICS-211) 
• Track and account for all incident resources and personnel, maintain master roster (ICS-

210) 
• Prepare the Organization Assignment List (ICS-203), Assignment List (ICS-204), and 

Organization Chart (ICS-207) 
• Gather, post, and maintain incident resource status 
• Provide PSC with resource status updates 
• Provide status reports to appropriate requesters 
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• Maintain a Unit Log (ICS-214) 

4.4.6.3  Documentation Unit Leader (DOCL) 
• Set-up the Documentation Unit 
• Establish document duplication service and respond to requests 
• Collect and file/maintain all official forms and documents 
• Assist in putting together the IAP and other briefing documents 
• Check on accuracy and completeness of records submitted 
• Provide status reports to PSC 
• Provide incident documentation to appropriate requesters 
• Organize documents for briefings 
• Maintain a Unit Log (ICS-214) 

4.4.6.4  Demobilization Unit Leader (DMOB) 
• Set-up the Demobilization Unit 
• Review and monitor Resource Unit records to determine probable size of demobilization 

effort 
• Monitor the on-going Operations Section resource needs 
• Evaluate logistics and transportation capabilities required to support demobilization 
• Prepare and obtain approval of Demobilization Plan  
• Distribute Demobilization Plan, ensure all Sections/Units understand their responsibilities 

within the plan 
• Keep the Demobilization Plan updated as the incident progresses 
• Complete a Demobilization Check-out (ICS-221) for each resource released 
• Coordinate released resources with the RSEL 
• Maintain a Unit Log (ICS-214) 

4.4.7  Logistics Section Chief (LSC) 
• Staffing, organizing, and supervising the Logistics Section 
• Issue and brief Logistics Section personnel on the IAP 
• Assign specific work tasks to Logistics Section Units 
• Supervise Logistics Section activities 
• Identify service and support requirements for planned and expected operations 
• Participate with the planning cycle and development of next operational period’s IAP 
• Participate in the creation of the Operational Planning worksheet (ICS-215) 
• Estimate future service and support requirements 
• Maintain a Unit Log (ICS-214) 

4.4.7.1  Communications Unit Leader (COML) 
• Set-up the Communications Unit 
• Prepare and implement the Incident Radio Communications Plan (ICS-205) 
• Supervise the Communications Unit activities 
• Ensure the Incident Communications Center and the Message Center is established 
• Ensure communications systems are installed, programed correctly, and tested 
• Ensure equipment accountability system is established 
• Ensure personal radio equipment is distributed per Plan 
• Provide technical assistance as needed 
• Maintain a Unit Log (ICS-214) 
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4.4.7.2  Medical Unit Leader (MEDL) 
• Set-up the Medical Unit 
• Determine level of medical activities performed prior to activation of Medical Unit 
• Prepare the Medical Plan (ICS-206) 
• Supervise the Medical Unit activities 
• Provide medical input into the planning process 
• Supervise the Medical Unit activities 
• Coordinate with SO and Operations on proper PPE for incident personnel 
• Develop transportation routes and methods for sick and injured incident personnel 
• Monitor health aspects and trends of incident personnel 
• Provide continuity of medical care for incident personnel 
• Maintain a Unit Log (ICS-214) 

4.4.7.3  Food Unit Leader (FDUL) 
• Set-up the Food Unit 
• Determine from LSC where and how to obtain equipment and supplies 
• Determine the number and location of personnel to be fed 
• Determine the location of the mess hall 
• Supervise Food Unit activities 
• Ensure well-balanced and safe meals 
• Ensure sufficient food and potable water is available to meet all incident needs 
• Keep inventory of supplies and reorder as required 
• Maintain a Unit Log (ICS-214) 

4.4.7.4  Support Unit Leader (SPUL) 
• Set-up Support Unit 
• Arrange for ordering and receiving supplies 
• Order, receive, distribute, and store supplies and equipment 
• Coordinate with the Finance Section 
• Maintain inventory of supplies and equipment 
• Coordinate service of reusable equipment 
• Monitor reorder limits 
• Track reception and distribution of supplies and equipment 
• Maintain a Unit Log (ICS-214) 

4.4.7.5  Facilities Unit Leader (FACL) 
• Set-up the Facilities Unit 
• Determine requirements for each facility to be established and secure permission to use 

through appropriate means 
• Inspect facilities prior to occupation, and document conditions and preexisting damage 
• Determine requirements for the ICP 
• Obtain personnel to operate facilities 
• Activate incident facilities 
• Restore facilities to pre-incident status 
• Maintain a Unit Log (ICS-214) 

4.4.7.6  Ground Support Unit Leader (GSUL) 
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• Set-up the Ground Support Unit 
• Coordinate development of the Transportation Plan with the Planning Section 
• Coordinate transportation services 
• Maintain inventory of support and transportation vehicles (ICS-218) 
• Arrange for and activate, fueling, maintenance, and repair of ground transportation 

resources 
• Requisition maintenance and repair supplies 
• Maintain a Unit Log (ICS-214) 

4.4.8  Finance Section Chief (FSC) 
• Set-up the Finance Section 
• Work closely with the IC/UC in estimating, tracking, and approving all incident expenses 
• Monitor and coordinate funding from multiple sources 
• Provide periodic status reports to the IC/UC 
• Ensure that all personnel time records are transmitted to home agency according to policy 
• Maintain all financial documents/records 
• Maintain a Unit Log (ICS-214) 

4.4.8.1  Compensation Unit Leader (COMP) 
• Set-up the Compensation Unit 
• Document all Compensation-for-Injury claims 
• Document all other claims 
• Maintain a Unit Log (ICS-214) 

4.4.8.2  Cost Unit Leader (COST) 
• Set-up Cost Unit 
• Obtain and record all cost data 
• Prepare incident cost summaries 
• Maintain a Unit Log (ICS-214) 

4.4.8.3  Procurement Unit Leader (PROC) 
• Set-up the Procurement Unit 
• Prepare and sign contracts and land use agreements as needed 
• Draft memorandums of understanding (MOUs) 
• Ensure proper accounting for all new property 
• Finalize all agreements and contracts 
• Maintain a Unit Log (ICS-214) 

4.4.8.4  Time Unit Leader (TIME) 
• Set-up Time Unit 
• Establish and maintain a file for personnel time reports 
• For each operational period, initiate, gather, or update a time report from all applicable 

personnel assigned to the incident 
• Ensure that time reports are signed 
• Close out time documents prior to personnel leaving the incident 
• Maintain records security 
• Maintain a Unit Log (ICS-214) 
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4.5  STAGING AREAS 
Staging areas are locations set up for the temporary parking of resources until called to respond to 
specific locations within the incident.  These are established as needed for the incident and have a 
hard packed area of sufficient size to hold all responding resources until needed.   
 
Pre-determined staging areas for receiving bulk supplies and equipment from outside sources 
have been established throughout Allen County at the following locations: 

• Public Safety Academy 
• Allen County Fairground 

Supplies and equipment will be dispensed as required from these staging areas. 

5.0  PLAN MAINTENANCE 
The Allen County Emergency Response Plan will be reviewed by the ACOHS at least annually 
and on the following occasions: 

• Following any large scale incident or exercise 
• After a change to state or federal Homeland Security plans or procedures 
• At the direction of the Homeland Security Director 

6.0  ACRONYMS AND ABBREVIATIONS 
ACOHS Allen County Office of Homeland Security 
AHIMT All-Hazards Incident Management Team 
CCP Consolidated Communications Partnership 
CEMP Comprehensive Emergency Management Plan 
COML Communications Unit Leader 
COOP Continuity of Operations Plan 
EAS Emergency Alert System 
EOC Emergency Operations Center 
ESF(s) Emergency Support Function(s) 
FEMA Federal Emergency Management Agency 
FSC Finance/Administration Section Chief 
FWAC Ft. Wayne-Allen County 
FWFD Fort Wayne Fire Department 
GIS Geographic Information Systems 
GSUL Ground Support Unit Leader 
HSPD Homeland Security Presidential Directive  
IAP Incident Action Plan 
IC Incident Commander 
ICP  Incident Command Post  
ICS Incident Command System 
IDHS Indiana Department of Homeland Security 
IMT Allen County Incident Management Team 
JIC Joint Information Center 
LOFR Liaison Officer 
LSC Logistics Section Chief 
MACP Multi-Agency Community Partnership 
MEDL Medical Unit Leader 
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NIMS National Incident Management System 
OHS Office of Homeland Security 
OSC Operations Section Chief 
PIO Point of Information Officer 
PSC Planning Section Chief 
RESL Resources Unit Leader 
SITL Situation Unit Leader 
SOFR Safety Officer 
SOP(s) Standard Operating Procedure(s) 

7.0  APPENDIX 
A. ICS Position Checklists 
B. ICS Position Expectations 
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