Bear River Medical Reserve Corps


LOGISTICS SECTION CHIEF
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 
You report to: _ ___________________________________
Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Directs the operation and administration of the Support Division, (i.e., Support Staff Coordinator, Security Coordinator, Logistics Coordinator).

__ Works with Support Division Unit in setup and take down of equipment.  Ensuring that all necessary supplies and equipment are available to personnel.

__ Receives briefings and situation reports and ensures that all Support Division personnel are informed of mission objectives and status changes

__ Coordinates the Support Division Units, with appropriate officials of other agencies, under the direction of the MRC Coordinator, to ensure completion of the tasks assigned.

__ Reviews Support Operation Division Unit’s personnel requirements, works with the Support Staff Coordinator, Security Coordinator, and Logistics Coordinator in determining the staffing needs, makes requests for additional resources and develops staffing plans. 
__ Provides situation updates to the MRC Coordinator, maintains records and reports of unit personnel, and activities.

__ Maintain Unit/Activity Log (ICS 214)
SERVICE BRANCH DIRECTOR
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 
You report to: _ ___________________________________
Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Directs the operation and administration of the Support Staff (i.e., Records Unit, Communications Unit, Personnel Unit, Chaplain Unit, and Language Unit)>
__ Works with the Support Division Unit in setup and take down of equipment.  Ensuring the necessary supplies and equipment needed for the Support Staff Unit are available.

__ Receives briefings and situation reports and ensures that all Support Staff personnel are informed 

__ Coordinates with the Support Operations Division Coordinator, to ensure completion of tasks assigned

__ Reviews the Support Staff Units personnel requirements, working with the Support Operations Division Coordinator in determining staffing needs.

__ Provides situation updates to the Support Operations Division Coordinator, maintains records and reports of Support Staff Unit personnel and activities.

__ Maintain Unit/Activity Log (ICS 214)

RECORDS UNIT LEADER
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 
You report to: _ ___________________________________
Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receives briefings and situation reports and ensures that all Records Unit personnel are informed.

__ Maintains records (Keeps an Event Log)  

__ Works with any Unit that needs support staffing (secretarial, bookkeeping, data entry)

__ Coordinates with Support Staff Coordinator, and Personnel Unit in assessing the needs of the Units and procurement of staffing

__ Maintain Unit/Activity Log (ICS 214)

COMMUNICATIONS UNIT LEADER
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 
You report to: _ ___________________________________
__ Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receives briefings and situation reports and ensures that all Communications Unit personnel are informed

__ Coordinate with Support Staff Coordinator on staffing needs and areas

__ Work with any Unit that requires communication equipment and operators.

__ Check equipment and set up of equipment to ensure proper working order
__ Maintain Unit/Activity Log (ICS 214)
PERSONNEL UNIT LEADER
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 
You report to: _ ___________________________________
Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receives briefings and situation reports and ensures that all Personnel Unit personnel are informed.

__ Maintains a record of all volunteers, (names, addresses, phone numbers, radio call signs, pagers, cell phones, etc.)

__ Maintains a record of all volunteers and their qualifications in coordination with MRC

__ Coordinate with Support Staff Coordinator on staffing needs of Units, procurement of staffing needs, and resources for additional staffing as needed.

__ Work with any Unit that requires additional staffing

__ Check supplies (i.e., clipboards, pens, pencils, pads, etc.)

__ Maintain Unit/Activity Log (ICS 214)

CHAPLIN UNIT LEADER
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 
You report to: _ ___________________________________
Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receives briefings and situation reports and ensures that all Chaplain Unit personnel are informed

__ Coordinate with Support Staff Coordinator on Unit needs for clergy, etc.

__ Maintain Unit/Activity Log (ICS 214)

LANGUAGE UNIT LEADER
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 
You report to: _ ___________________________________
Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receives briefings and situation reports and ensures that all Language Unit personnel are informed
__ Coordinate with Support Staff Coordinator on Unit needs for special language needs.

__ Maintain Unit/Activity Log (ICS 214)

SECURITY BRANCH DIRECTOR
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Directs the operation and administration of Security.
__ Establishes contacts with local law enforcement agencies as required

__ Contacts incident Agency Representatives to discuss any special custodial requirements which may affect unit operations

__ Works with the Support Division Unit in setup and take down of equipment. Ensuring the necessary supplies and equipment needed for the Security Unit are available.

__ Receives briefing and situation reports and ensures that all Security Unit personnel are informed.

__ Coordinates with the Support Operations Division Coordinator, to ensure completion of tasks assigned.

__ Reviews the Security Unit personnel requirements, working with the Support Operations Division Coordinator in determining staffing needs.

__ Provides situation updates to the Support Operations Division Coordinator, maintains records and report of Security Unit personnel and activities.

__ Maintain Unit/Activity Log (ICS 214)

SECURITY UNIT LEADER
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Manages on-scene security activities for the Medical Reserve Corps Units

__ Coordinates incident security activities with appropriate law enforcement and/or security personnel

__ Assists law enforcement or healthcare facility security personnel with security and access control of medical work areas
__ Ensures security of unit equipment and supplies
__ Assists law enforcement and other agency personnel with crime scene preservation

__ Maintain Unit/Activity Log (ICS 214)

SUPPORT BRANCH DIRECTOR
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Directs the operation and administration of the Logistics Unit (i.e., Supplies Unit, Setup & Maintenance Unit, and Transportation Unit.)

__ Works with the Support Operations Division Unit in setup and take down of equipment.  Ensuring the necessary supplies and equipment needed for the Logistics Unit are available. 

__ Implements and manages an efficient supply management program to satisfy the immediate and long-term logistical needs of the unit.  Provides procurement oversight in obtaining needed external logistical support

__ Receives briefings and situation reports and ensures that all Logistics personnel are informed

__ Coordinates with Support Operations Division Coordinator, to ensure completion of tasks assigned.

__ During mobilization, directs loading and transportation of the unit equipment cache.

__ Coordinates with Support Operations Division Coordinator, Security Coordinator,  MRC Coordinator, to determine acceptable unit equipment cache storage site upon arrival at an incident and plans the physical layout to facilitate proper unit operations.
__ Maintain Unit/Activity Log (ICS 214)

SUPPLY UNIT LEADER
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receives briefings and situation reports and ensures that all Supplies Unit personnel are informed.

__ Inventory of supplies upon setup and takedown.  (Report given to Logistic Coordinator upon the completion of the event.)
__ Coordinate with Logistics Coordinator, the loading and transportation of the Units supply cache

__ Manages the on-scene activities of the setup of the Units supply cache and oversees the issuance of supplies, recording the issuance and receiving of supplies, keeping an ongoing inventory 

__ Coordinates with the Logistics Coordinator on the procurement of supplies 

__ Coordinates with Security Unit, Setup & Maintenance Unit, and Logistics Coordinator  to determine the level of security at site.

__ Maintain Unit/Activity Log (ICS 214)

SETUP AND MAINTENANCE UNIT LEADER
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receives briefing and situation reports and ensure that all Setup & Maintenance Unit personnel are informed

__ Inventory of equipment upon setup and takedown. (Report given to Logistic Coordinator upon the completion of the event.)  Making note of repairs or replacements.  

__ Coordinates with Units assessing the needs, requests for specialized equipment, etc.
__ Coordinates with Logistics Coordinator, the loading and transportation of the Units equipment cache
__ Manages the on-scene activities of the setup of the Units equipment cache and oversees the issuance of equipment, recording the issuance and receiving of equipment, keeping an ongoing inventory.
__ Coordinates with Security Unit, Supplies Unit, and Logistics Coordinator to determine the level of security at site.

__ Maintain Unit/Activity Log (ICS 214)

TRANSPORTATION UNIT LEADER
Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receives briefings and situation reports and ensures that all Transportation Unit personnel are informed 

__ Manages transportation operations for the Medical Reserve Corps

__ Provides safe and reliable transportation for unit deployments and operations

__ Maintains an inventory of all modes of transportation available to unit volunteers and other health and medical personnel

__ Prepares time records on rental equipment and contract drivers

__ Completion of transportation plan for approval by the Logistics Coordinator

__ Operation of vehicles, assuming operator duties and responsibilities when needed

__ Maintains liaison with other agencies relative to transportation matters.

__ Maintain Unit/Activity Log (ICS 214)

MEDICAL SECTION CHIEF

Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Directs the operation and administration of the Medical Section, (i.e., Triage and Treatment, Mental Health, and POD Divisions ).

__ Works with Logistics Section Chief in setup and take down of equipment.  Ensuring that all necessary supplies and equipment are available to personnel.

__ Receives briefings and situation reports and ensures that all Medical Division personnel are informed of mission objectives and status changes

__ Coordinates the Medical Section Divisions, with appropriate officials of other agencies, under the direction of the MRC Coordinator, to ensure completion of the tasks assigned.

__ Reviews Medical Section personnel requirements, works with the Logistics Section Chief in determining the staffing needs, makes requests for additional resources and develops staffing plans. 

__ Provides situation updates to the MRC Commander, maintains records and reports of unit personnel, and activities.

__ Maintain Unit/Activity Log (ICS 214)

TRIAGE AND TREATMENT DIVISION LEADER

Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your clinic so as to provide your staff and clients a professional, friendly and efficient operation.

__ Directs the operation and administration of the Triage and Treatment Division.

__ Works with Support Branch Director in setup and take down of equipment.  Ensuring that all necessary supplies and equipment are available to personnel.

__ Receives briefings and situation reports and ensures that all Triage and Treatment Division personnel are informed of mission objectives and status changes

__ Coordinates the Triage and Treatment Division, with appropriate officials of other agencies, to ensure completion of the tasks assigned.

__ Reviews Triage and Treatment Division personnel requirements, works with the Support Branch Director, Security Branch Director r, and Service Branch Director in determining the staffing needs, makes requests for additional resources and develops staffing plans. 

__ Provides situation updates to the MRC Commander,
__ Maintain Unit/Activity Log (ICS 214)

MENTAL HEALTH DIVISION LEADER

Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your Division so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receive assignment, reporting location, reporting time, and travel instructions from the Medical Operations Section Chief.
__ Upon arrival, check in at the check in location.

__ Use clear text and ICS terminology

__ Receive briefing from Medical Operations Section Chief

__ Acquire and organize work materials including appropriate PPE for yourself

__ Organize, assign, and brief division personnel

__ Implement Incident Action Plan for division

__ Keep the MRC Commander up to date with division activities

__ Coordinate activities with other divisions

__ Determine need for assistance on assigned tasks

__ Participate in developing Section plans for the next operational period

__ Maintain Unit/Activity Log (ICS 214)

POD DIVISION LEADER

Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your POD so as to provide your staff and clients a professional, friendly and efficient operation.

__ Dir

__ Maintain Unit/Activity Log (ICS 214)

FOOD UNIT LEADER

Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects feeding so as to provide your staff and clients a professional, friendly and efficient operation.

__ Receives briefings and situation reports from Support Branch Director or Logistics Section Chief and ensures that all Food Unit personnel are informed.

__ Determine location of working assignment, and number and location of personnel to be fed.

__ Determine method of feeding to best fit each situation.

__ Obtain necessary equipment and supplies to operate food service facilities

__ Set up Food Unit equipment

__ Prepare menus to ensure incident personnel receive well-balanced meals

__ Ensure that sufficient potable water is available to meet all incident needs.

__ Ensure that all appropriate health and safety measures are taken.

__ Supervise cooks and other Food Unit personnel.

__ Keep inventory of food on hand and receive food orders.

__ Provide Supply Unit Leader food supply orders

__ Maintain Unit/Activity Log (ICS 214)

STAGING AREA MANAGER

Job Action Sheet

Position assigned to: ______________________________
Clinic Area Assigned to: ____________________________ 

You report to: _ ___________________________________

Mission: To manage all aspects of your area so as to provide your staff and clients a professional, friendly and efficient operation.

__ Upon arrival, check in at check in location.

__ Receive assignment, reporting location, reporting time, and travel instruction briefing from Logistics Section Chief.

__ Use clear text and ICS terminology

__ Acquire and organize work materials including appropriate PPE for yourself

__ Organize, assign, and brief assistants.

__ Establish and maintain boundaries of staging areas.

__ Post signs for identification and traffic control.

__ Establish check-in function, as appropriate.

__ Advise Logistics Section Chief of all changing situations/conditions.

__ Respond to requests for resource assignments, both personnel and equipment.

__ Respond to requests for information, as required.

__ Demobilize or reposition staging areas, as needed.

__ Maintain Unit/Activity Log (ICS 214)

MRC COMMANDER

Job Action Sheet

You report to: _ ___________________________________

Mission: To manage all aspects of the Medical Reserve Corps so as to provide your staff and clients a professional, friendly and efficient operation.

__Overall management of the Medical Reserve Corps. This includes:

· Get a briefing from the Incident Operations Section Chief or Medical Division Leader

· Don the MRC Commander Vest

· Staffing and managing the general staff positions as needed (Medical Operations and Logistics)

· Brief general staff and give initial assignments

· Set the time for the first planning meeting

· Coordinate activity of general staff

__ Incident priorities

· Establish immediate priorities

· Establish the incident command post, if necessary

· Determine the MRC’s strategic goals

· Develop and/or approve and implement the MRC Incident Action Plan

· Develop an incident command structure appropriate for the incident

__ Resource needs and orders

· Direct staff to develop plans and staffing requirements; approve requests for additional resources and funding

· Participate in incident planning meetings with other agencies

· Determine if operational periods are necessary

· Coordinate overall emergency activities of the MRC

· Ensure adequate safety measures are in place

· Approve requests for additional resources

· Approve/ensure incident funding and expenditures

__ Coordinate with outside agencies

· Coordinate all MRC activities with outside agencies

· Order the demobilization of resources when appropriate

· Conduct Post Incident analysis (PIA)[image: image1.png]



