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TAB 4.  INCIDENT COMMAND SYSTEM MEETINGS AND BRIEFINGS

TAB 4.1   INCIDENT COMMAND SYSTEM MEETINGS AND BRIEFINGS

Tab T4.1.1 contains a description of the Incident Command System meetings including the initial Incident 201 Brief and the meetings in the Operational Period Planning Cycle that are used to prepare an Incident Action Plan for the spill response.  Tab T4.1.2 contains briefing sheets for each section of the Incident Command.  Each briefing sheet lists the ICS forms and other types of information that each section must be prepared to brief during key ICS meetings.

TAB 4 1.1   Incident Command System Meetings

For spill response, NASEX will use an ICS meeting schedule based on the Coast Guard’s Field Operations Guide. A smaller short-term response may only require the initial Incident Briefing (201 Brief).  A longer response may require implementation of the entire “Operational Period Planning Cycle”.  The purpose of the “Operational Period Planning Cycle” is to prepare an Incident Action Plan (IAP).  Once prepared, the IAP is used to guide spill response operations during the next operational period.  Table T4-1 contains the list of meetings that comprise the Operational Period Planning Cycle.  Certain optional “special purpose” meetings are also listed.  These special purpose meetings are most applicable to larger incidents of longer duration.  In the pages following Table T4-1, the meetings shown in the table are described in more detail.  Key ICS and other spill response forms are mentioned in the meeting descriptions.  The ICS and other spill response forms are discussed in Tab T4.2.

Table T4-1:  Operational Period Planning Cycle
Meeting
Timing

Incident Briefing (ICS 201)
At transfer of command (new IC/UC).

Unified Command Meeting (optional)
During the first operational period. Prior to the first Planning Meeting.

Command Staff Meeting (optional)
Prior to the Tactics Meeting.

Tactics Meeting (draft ICS 215)
Early operational period to prepare for Planning Meeting.

Business Management Meeting (optional)
Prior to the Planning Meeting.

Planning Meeting (final ICS 215)
Immediately following the Tactics Meeting.

Agency Representative Meeting (optional)
Following the Planning Meeting.

Incident Action Plan Preparation 
Immediately following the Planning Meeting.  May be coordinated by the Planning Chief without a scheduled meeting.

Note:  The Incident Action Plan is submitted for IC/UC approval as soon as possible following its preparation.

Operations Briefing
Approximately 1 hour before the end of the operational period (both incoming and outgoing shifts attend to perform shift turnover)

Command and General Staff Breakfast or Supper (optional)
During any meal break.

Press Conference (optional)
Unspecified.

INCIDENT BRIEFING

(ICS 201)

Purpose:
During the transfer of command process, the ICS 201 briefing provides the incoming Incident Command/Unified Command with basic information regarding the incident situation and the resources allotted to the incident.  Most importantly, it provides the Incident Action Plan (IAP) for the initial response which will remain in force and continue to develop until the response ends or the Planning Section generates the incident’s first IAP.  It is also suitable for briefing individuals newly assigned to Command and General Staff as well as needed assessment briefings for the staff.

When:

Transfer of Command (new Incident Command/Unified Command).

Briefer:

Outgoing Incident Command/Unified Command.

Attendees:
Incoming Incident Command/Unified Command;

Command Staff (Safety Officer, Information Officer, etc.); and

General Staff (Planning Chief, Logistic Chief, and others) as required.

Duration:
Unspecified.

Agenda:
Use ICS 201 as a guide.

Initial Incident Commander/Planning Section Chief/Situation Unit Leader:

· Brief situation (note territory, exposures, environmental concerns, etc.; use maps/charts.).

· Give summary of current actions.

Incident Commander/Unified Command:

· Brief objectives and priorities.

Operations Section Chief (or representative):

Brief strategy(s) and tactics to meet IC/UC objectives and priorities.

Planning Section Chief/Resource Unit Leader:

· Current organization.

· Resource assignments.

Logistics Section Chief:

· Resources enroute and/or ordered.

· Facilities established.

Safety Officer:

· Initial Site Health and Safety Plan.

· Current safety issues.

UNIFIED COMMAND MEETING

(optional)

Purpose:
Provides Unified Command officials with an opportunity to discuss and concur on important issues prior to joint incident action planning.  The meeting should be brief, and important points documented.  Prior to the meeting, parties should have an opportunity to review and prepare to address the agenda items.  Planning meetings will use the results of this meeting to decide on tactical operations, establish resource requirements and determine availability, make assignments, establish a unified operations section, and establish combined planning, logistics, and finance sections as needed.

When:
When Unified Command is formed.  Prior to the first operational planning meeting.

Facilitator:
Unified Command member.

Attendees:
Only Incident Commanders that will comprise the Unified Command.

Duration:
Unspecified.

Agenda:


· Jurisdictional priorities and objectives.

· Present jurisdictional limitations, concerns, and restrictions.

· Develop collective set of incident objectives.

· Establish and agree on acceptable priorities.

· Adopt overall strategies to accomplish objectives.

· Agree on basic organization structure.

· Designate the best qualified and acceptable Operations Section Chief.

· Agree on General Staff personnel designations and planning, logistical, and finance agreements and procedures.

· Agree on resource ordering procedures to follow.

· Agree on cost-sharing procedures.

· Agree on information matters.

· Designate one official to act as the Unified Command spokesperson.

Command Staff Meeting

(optional)

Purpose:
Coordinate Command Staff functions, responsibilities, and objectives.

When:

Before the Tactics Meeting.

Attendees:
Incident Command/Unified Command;

Safety Officer; and

Information/Liaison Officer.

TACTICS MEETING

Purpose:
This meeting creates the blueprint for tactical deployment during the next operational period.  In preparation for the Tactics Meeting, the Incident Command/Unified Command, Planning Section Chief, and Operations Section Chief review the current IAP and situation status information as provided through the Situation Unit to assess work progress against IAP objectives.  The Operations and Planning Section Chiefs will jointly develop primary and alternate strategies to meet objectives for consideration at the next Planning Meeting.

When:

Prior to Planning Meeting.

Facilitator:
Planning Section Chief.

Attendees:
Incident Command/Unified Command;

Planning Section Chief;

Operations Section Chief;

Logistics Section Chief;

Resource Unit Leader; and

Situation Unit Leader.

Duration:
30 minutes.

Agenda:


· The Planning Chief/Situation Unit Leader briefs the pertinent geographic response plan strategies (from the Area Contingency Plan) and the environmental sensitivities of spill impacted areas.  Environmental protection priorities are presented.

· The Incident Commander/Unified Command states objectives for the next operational period (clearly stated and attainable with the resources available, yet flexible enough to allow Operations to choose tactics).  During the meeting, the Planning Chief prepares an initial draft ICS Form 202 for use during the Planning Meeting.

· Containment and cleanup strategies (primary and alternatives) are developed with input from the Operations Chief.

· The Resource Unit Leader (with input from the Operations Chief) prepares a draft of ICS Form 215 to identify resources that should be ordered through Logistics.  This process can be completed by Operations and the Resource Unit Leader after the meeting adjourns, with the Resource Unit Leader preparing a poster size Form 215 for the Planning Meeting.

Business Management Meeting

(optional)

Purpose:
Develops and updates the operating plan for finance and logistics support.  The agenda could include:  finance requirements and criteria imposed by contributing organizations, business operating plan for resource procurement and incident funding, cost analysis and financial summary data.

When:

Prior to the Planning Meeting.

Attendees:
Finance Section Chief;

Cost Unit Leader;

Logistics Section Chief;

Supply Unit Leader; and

Documentation Unit.

Duration:
Less than 30 minutes.

PLANNING MEETING

Purpose:
This meeting develops incident objectives, strategies, and tactics and identifies resource needs for the next operational period.  It fine tunes objectives and priorities, identifies and solves problems, and defines work assignments and responsibilities on a completed ICS Form 215 (Operations Planning Worksheet).  Meeting preparations include conducting a Tactical Meeting.  Displays in the meeting room should include Objectives (ICS Form 202) for the next period, large sketch maps or charts clearly dated and timed, poster size Operations Planning Worksheet (ICS 215), current resource inventory prepared by Resource Unit, and current situation status displays prepared by Situation Unit.  After the meeting, ICS 215 is used by Logistics Section Chief to prepare the off-incident tactical and logistical resource orders, and used by the Planning Section Chief to develop IAP assignment lists.

When:

After the Unified Command Meeting and Tactical Meeting.

Facilitator:
Planning Section Chief.

Attendees:
Determined by Incident Command/Unified Command, may include:

Command Staff;

General Staff;

Air Operations;

Resource Unit Leader;

Situation Unit Leader; and

Technical Specialists.

Duration:
45 minutes or less, depending on the incident complexity.

Agenda:
Incident Command/Unified Command:

· State incident objectives/policy issues (a draft of ICS Form 202 can be distributed if it is not posted).

Planning Section Chief with Resource and Situation Unit Leaders:

· Briefing of situation, critical and sensitive areas, weather/sea forecast, resource status/availability.

Operations with Planning and Logistics Section Chiefs:

· State primary and alternative strategies to meet objectives.
Operations Section Chief:

· Designate Branch, Division, Group boundaries and functions as appropriate.  Use maps and ICS Form 215.

Operations Sections Chief with Situation Unit Leader:

· Specify tactics for each division.  Note limitations.

Operations with Planning and Logistics Section Chiefs:

· Specify resources needed by Divisions/Groups.

Operations Section Chief with Logistics Section Chief:

· Specify operations facilities and reporting locations.  Plot on Map.

PLANNING MEETING, cont.

Agenda Continued:


Planning and Logistics Section Chiefs:
· Develop resources, support, and overhead order (orders).

Logistics Section Chief with Planning Section Chief assistance:

· Develop plan for providing support:  communications, traffic, safety, medical, etc.

Information/Liaison Officer:

· Discuss local organization/agency considerations regarding work plan.

Safety Officer:

· Discuss safety considerations regarding work plan.

Information/Liaison Officer:

· Discuss media considerations regarding work plan.

Incident Commander:

· Finalize, approve work plan for next operational period. 

Agency Representative Meeting

(optional)

Purpose:
To update agency representatives and ensure that they can support the IAP.  

Facilitator:
Information/Liaison Officer.

When:
Most appropriately held after the Planning Meeting in order to announce plans for the next operational period.  Allow for changes in case the plan’s goals are unattainable by an agency.

Attendees:
Agency Representatives.

INCIDENT ACTION PLAN (IAP) PREPARATION

Purpose:
Following the Planning Meeting, participants immediately prepare their assignments for the IAP to meet the Planning Section Chief deadline for assembling their IAP components.  The deadline will be early enough to permit timely Incident Command/Unified Command approval, and duplication of sufficient copies for the Operations Briefing and for overhead.  After the IAP is prepared, it is immediately submitted to the IC/UC for approval.

When:

Immediately following Planning Meeting.

Facilitator:
Planning Section Chief
or Planning Section Chief Assistant.

Participants:
Determined by Planning Section Chief.

Duration:
Deadline for completion of IAP materials set by Planning Section Chief.

Assigned Components:

Unit Responsible
Assigned IAP Component
Resources Unit
Incident 
Objectives (ICS Form 202)

Resources Unit

Organization List/Chart (ICS Form 203 or 207)

Resource Unit or Planning Unit
Assignment List (ICS Form 204)

Communications Unit
Communication Plan (ICS Form 205)

Medical Unit

Medical Plan (ICS Form 206)

Situation Unit

Incident Map

Optional Components (use as necessary):

Unit Responsible
Assigned IAP Component
Air Operations Branch
Air Operations Summary (ICS Form 220)

Ground Support Unit
Traffic Plan

Demobilization Unit
Demobilization Plan

OPERATIONS BRIEFING

Purpose:
Conveys the IAP for the oncoming shift to the response organization.  After this meeting, off-going field supervisors should be interviewed by their reliefs and by the Operations Section Chief in order to further confirm or adjust the course of the new shift’s IAP.  Shifts in tactics may be made by the operations section supervisor.  Similarly, a supervisor may reallocate resources within that division to adapt to changing conditions.

When:

Approximately one hour prior to each shift change.

Facilitator:
Planning Section Chief
.

Attendees:
Incident Command/Unified Command;

Command Staff;

General Staff;

Branch Directors;

Division/Group Supervisors;

Task Force/Strike Team Leaders (if possible);

Unit Leaders; and

Others as appropriate.

Duration:
Less than 30 minutes.

Agenda:
Planning Section Chief:
· Review of Incident Command/Unified Command objectives.  Changes to IAP.

Operations Section Chief:

· Current response actions and last shift’s accomplishments.

Situation Unit Leader:

· Weather and sea conditions forecast.
Operations Section Chief:

· Division/Group and air operations assignments.

Situation Unit Leader:

· Trajectory analysis.

Logistics Section Chief:

· Transportation, communications, and supply updates.
Safety Officer:

· Safety message.
Finance Section Chief:

· Financial report.

Information/Liaison Officer:

· Media report.

Information/Liaison Officer:

· Contributing organization/agency reports of concern.

Incident Command/Unified Command:

· IAP approval and motivational remarks.

Command and General Staff Breakfast or Supper

(optional)

Purpose:
An opportunity for the Command and General Staff to gather under the informal and relaxing conditions to share and update each other on developing issues.

When:
During meal break.

Attendees:
Incident Command/Unified Command;

Safety Officer;

Information/Liaison Officer;

Operations Section Chief;

Planning Section Chief;

Logistics Section Chief; and

Finance Section Chief.
Press Conference

(timing optional)

Purpose:
To brief media and the public that the incident is being handled competently.  Conducted by the Incident Command/Unified Command with assistance of response organization members required to address a particular issue.

Facilitator:
Information/Liaison Officer.

When:
Unspecified.

Attendees:
Incident Command/Unified Command, and


Media Representatives.

TAB 4.1.2   Incident Command System Briefing Sheets

This section contains briefing sheets for each section of the Incident Command.  There is one briefing sheet for the Command Staff and one briefing sheet for each of the four sections (Operations, Planning, Logistics, and Finance).  Each section must be prepared to bring the information and forms listed on their briefing sheet to key ICS meetings such as the Incident Briefing (201 Brief) and the Operations Briefing.  Section chiefs can use copies of their respective briefing sheet as a check-off sheet to insure that they have all the information necessary to attend a meeting.  Tab T4-2 discusses the ICS and other spill response forms listed on each briefing sheet.

COMMAND STAFF ITEMS

(for Incident Briefing (201); Operations Briefing; and

other periodic UC Status Briefings)

Incident Name:




Briefing Date/Time:



Incident Number:



Operational Period:

Safety Officer

_____
Safety Status:


Brief changes to the Site-Specific Health and Safety Plan and current safety issues.
Information/Liaison Officer:

_____
Information Status:


Brief number of media requests received, resolved, press releases; and

Brief on timing and nature of future press conferences or press releases.
_____
Media Status:


Brief on changes to press corps reporting on response.
_____
Liaison Status:


Brief local agency issues.

Legal Officer

_____
Legal/Claims Status:

Brief on legal issues, including regulatory interpretation, permitting issues, and claims.

On-Scene Coordinator

_____
Changes to the Incident Action Plan:


Brief on any planned or potential changes to the IAP.

_____
Changes to Goals and Objectives:


Brief Sections on planned or potential changes to the stated goals and objectives.

_____
Command Section Issues:

Brief on additional Command Section issues or problems that could affect the response or other Section operations.

_____
Planning for Future Meetings (may be initiated by Planning Section Chief):

Review schedule of future meetings using Form ICS-OS-230:  Daily Meeting Schedule obtained from Planning Section.

OPERATIONS STAFF ITEMS

(for Incident Briefing (201); Operations Briefing; and

other periodic UC Status Briefings)

Incident Name:




Briefing Date/Time:



Incident Number:



Operational Period:

Operations Section Chief

_____
Current Response Operations Status:


Brief from current surveillance and field reports.

_____
Response Operations Resources Status:

Brief from Summary of Response Operations (p.34).

_____
Air Operations Status:

Brief from ICS Form 220:  Air Operations Summary.

_____
Operations Goals and Objectives:

Brief on an estimated timeline for future response operations.

_____
Operations Section Issues:

Brief on additional Operations Section issues or problems that could affect the response or other section operations.

PLANNING STAFF ITEMS

(for Incident Briefing (201); Operations Briefing; and

other periodic UC Status Briefings)

Incident Name:




Briefing Date/Time:



Incident Number:



Operational Period:

Situation Unit Leader

_____
Situation Status:

Brief from Form ICS-OS-209:  Incident Status Summary, item 5 .
_____
Waste Management, Environmental Impacts and Safety Status:

Brief from Form ICS-OS-209:  Incident Status Summary, items 6 through 9 .
_____
Weather Status:

Brief from Weather Status Form (26-28).

_____
Tides and Currents Status:

Brief from Water Conditions Form (pp.29-33).

_____
Resources at Risk Status:

Brief from Form ICS-OS-232:  Resources at Risk Summary and/or Sensitive Sites/Response Actions status board.

_____
Permitting Issues:

Review the status of pending or activated permits.

_____
Meeting Schedules and Agendas:

Brief from ICS Form 230:  Daily Meeting Schedule and ICS Form 231: Meeting Descriptions.
Resource Unit Leader (and Demobilization Unit Leader if appropriate)

_____
Personnel Support Status:

Brief from ICS-OS-209:  Incident Status Summary, item 12; and
Brief activation/demobilization changes to ICS Form 203:  Organization Assignment List, ICS Form 204:  Assignment List  and ICS Form 215:  Operational Planning Worksheet, as necessary.
_____
Resource Status Update:

Brief from ICS-OS-209:  Incident Status Summary, items 10 and 11; and
Brief activation/demobilization changes to ICS Form 215:  Operational Planning Worksheet and ICS Form 221:  Demobilization Checkout, as necessary.

PLANNING STAFF ITEMS, cont.

Incident Name:




Briefing Date/Time:



Incident Number:



Operational Period:

Planning Section Chief

_____
Review Response Goals and Objectives:

Brief from ICS Form 202:  Response Objectives.

_____
Incident Action Plan Status:

Brief from completed incident action plan.

_____
Review General Plan (timeline for overall response):

Brief from ICS Form:  General Plan.
_____
Brief on Significant Response Issues (updates from the field):

Brief from ICS Executive Summary.
_____
Planning Section Issues:

Brief on additional Planning Section issues or problems that could affect the response or other Section operations.

LOGISTICS STAFF ITEMS

(for Incident Briefing (201); Operations Briefing; and

other periodic UC Status Briefings)

Incident Name:




Briefing Date/Time:



Incident Number:



Operational Period:

Services Branch Director

_____
Medical Plan Status:


Brief from ICS Form 206:  Medical Plan.
_____
Communication Plan Status:


Brief changes to ICS Form 205:  Incident Radio Communications Plan; and
Form 217:  Radio Frequency Assignment Worksheeet
_____
Service Branch Resource Status:


Brief on service resource needs or issues.

Support Branch Director

_____
Support Branch Resource Status:


Brief on support resource needs or issues; and

Brief changes to ICS Form 218:  Support Vehicle Inventory, if necessary.

Logistics Section Chief

_____
Resource Request Status:


Brief from Resource Request Summary (p.25).

_____
Logistics Section Issues:

Brief on additional Logistics Section issues or problems that could affect the response or other section operations.

FINANCE STAFF ITEMS

(for Incident Briefing (201); Operations Briefing; and

other periodic UC Status Briefings)

Incident Name:




Briefing Date/Time:



Incident Number:



Operational Period:

Finance Section Chief

_____
Finance Status Summary:


Brief on total and projected response costs;


Amount of funding available/received; and


Brief from Response and Claims Costs (p.35).

_____
Contracting Status:


Brief on current contracting issues.

_____
Finance Section Issues:

Brief on additional Finance Section issues or problems that could affect the response or other section operations.

TAB 4.2   INCIDENT COMMAND SYSTEM AND OTHER RESPONSE FORMS
Table T4-2 contains a complete list of spill response forms used at NASEX.  Most of the forms used are the standard Incident Command System forms used by the US Coast Guard (USCG) as discussed in the Coast Guard’s Field Operations Guide.  In a few instances, NASEX is using their own form in place of a similar ICS form and there are also a few NASEX spill response forms for which there are no comparable Coast Guard forms available.  For the most part, the forms are listed under the position which is primarily responsible for completion of the form.  Some of the forms listed in Table T4-2 are located in another section of the NASEX OHS Contingency Plan.  The standard ICS forms used at NASEX are shown in Section 2 of the Core Plan.

Table T4-2:  NAS Whidbey Island Spill Response Forms
Form Name
Location of Form
Purpose of Form

Notification Forms

Spill Response Information Form
Core Plan Table 2-2
Used by NASEX Fire Department Dispatcher to record information about incoming OHS spills, and the Planning Chief to make agency notifications.

Initial Incident Commander Forms

Initial Site Assessment and Safety Plan 
Core Plan Table 2-11
Used by initial Incident Commander as an initial site assessment and safety plan.

Site Map 
Core Plan Table 2-12
Used as part of the initial site assessment and safety plan.  Establishes hot/warm/cold/safe zones and points of entry and exit.

General Forms

Sign-in Form
Core Plan Table 2-10
Used by personnel to sign in when arriving at spill site and for sign-in at Command Post by personnel who do not have an assigned ICS position.

Table T4-2:  NAS Whidbey Island Spill Response Forms (Cont.)

Form Name
Location of Form
Purpose of Form

General Forms (cont.)

Unit Log (ICS Form 214) 
USCG ICS Form - 

Core Plan Tab 4
Used by all Command Staff members, Section Chiefs, Unit Leaders, Strike Team Leaders, and other key ICS personnel to record details of unit activity.

Resource Request Worksheet (not an ICS Form)
Core Plan Tab 4
Used by all Command Staff members and Section Chiefs to request resources to be provided by the Logistics Section.

Incident Command and Command Staff Forms

ICS Form 201 – Incident Briefing
USCG ICS Form - 

Core Plan Tab 4
Used by the Initial Incident Commander to provide initial brief to incoming Incident Commander, Command Staff and Section Chiefs.

Safety Plan (not an ICS Form)
Core Plan Table 2-19
Used by Safety Officer to prepare the incident site safety plan.

Planning Section Chief

ICS General Plan
USCG ICS Form - 

Core Plan Tab 4
The General Plan is used by the Planning Chief to generate a proposed timeline for the overall response.

ICS Incident Action Plan (IAP) Cover  (Included in the IAP)
USCG ICS Form - Core Plan Tab 4
Cover sheet for the Incident Action Plan which includes Unified Command Signatures.

ICS Form 202 – Response Objectives  (Included in the IAP)
USCG ICS Form - 

Core Plan Tab 4
Describes the basic incident objectives and gives the current status of spill response.  Also, lists all of the attachments (ICS Forms) that are normally included in the IAP.

ICS Form 215 – Operational Planning Worksheet
USCG ICS Form - 

Core Plan Tab 4
Prepared by Planning Chief and Operations Chief during the Planning Meeting then used by the Resources Unit Leader to complete assignment lists and by the Logistics Section Chief to order resources.

Table T4-2:  NAS Whidbey Island Spill Response Forms (Cont.)

Form Name
Location of Form
Purpose of Form

Planning Section Chief (cont.)

ICS Executive Summary
USCG ICS Form - 

Core Plan Tab 4
Prepared by the Planning Chief in order to communicate significant response issues in a brief format to senior staff and civic leaders.

Planning Section Chief/Situation Unit Leader

ICS Form 209 - Incident Status Summary (ICS-OS-209)
USCG ICS Form - 

Core Plan Tab 4
Used by Situation Unit Leader  to communicate current status of spill.  Presented prior to the Planning Meeting and posted on status board located at the Incident Command Post.

Weather Status
Core Plan Tab 4
Used by Situation Unit Leader  to communicate current weather status.

Water Conditions
Core Plan Tab 4
Used by Situation Unit Leader  to communicate current water conditions (tides, currents, waves).

ICS Form 232 - Resources at Risk Summary (ICS-OS-232)
USCG ICS Form - 

Core Plan Tab 4
Prepared by the Situation Unit Leader with input from the Scientific Support Coordinator and Resources at Risk Specialist to identify critical and sensitive resources threatened by the spill.

Sensitive Sites Index

ACP Site Index/Response Actions
USCG ICS Form -

Core Plan Tab 4
Prepared by the Situation Unit Leader with input from the Scientific Support Coordinator and Resources at Risk Specialist to provide sensitive site information from the Area Contingency Plan (Geographic Response Plan).

ICS Form 230 – Daily Meeting Schedule (ICS-OS-230)
USCG ICS Form - 

Core Plan Tab 4
The Situation Unit leader uses this form to provide a meeting schedule.

Table T4-2:  NAS Whidbey Island Spill Response Forms (Cont.)

Form Name
Location of Form
Purpose of Form

Planning Section Chief/Situation Unit Leader

ICS Form 231 - Meeting Description (ICS-OS-231)
USCG ICS Form - 

Core Plan Tab 4
The meeting description form is prepared by the person who will be facilitating the meeting and then given to the Situation Unit Leader so that it can be posted or distributed with the daily meeting schedule.

Planning Section Chief/Resource Unit Leader

ICS Form 203 – Organization Assignment List

USCG ICS Form - 

Core Plan Tab 4
The Resource Unit Leader prepares this form to provide information on the units that are currently activated and the names of personnel staffing each position/unit.

ICS Form 204 – Assignment List
USCG ICS Form - 

Core Plan Tab 4
Resource Unit Leader prepares this form using guidance from the Operations Chief.  The form advises Operations Section personnel of incident assignments.

ICS Form 207 - Incident Organization Chart
USCG ICS Form - 

Core Plan Tab 4
This chart is posted along with other displays at the Incident Command Post.

Planning Section Chief/Demobilization Unit Leader

ICS Form 221 - Demobilization Checklist
USCG ICS Form - 

Core Plan Tab 4
This form is prepared to provide information on the resources released from the incident.

Logistics Section Chief

Resource Request Summary
Core Plan Tab 4
This form shows the status and estimated arrival time of resources requested by other sections.

Logistics Section Chief/Medical Unit Leader

ICS Form 206 - Medical Plan
USCG ICS Form - 

Core Plan Tab 4
The Medical Plan provides information on incident medical aid stations, transportation services, hospitals, and medical emergency procedures.

Table T4-2:  NAS Whidbey Island Spill Response Forms (Cont.)

Form Name
Location of Form
Purpose of Form

Logistics Section Chief/Communications Unit Leader

ICS Form 205 - Communication Plan
USCG ICS Form - 

Core Plan Tab 4
The Communications Unit Leader uses this form to provide information on all radio frequency assignments.  This form summarizes information from ICS Form 216 and ICS Form 217.

ICS Form 216 – Radio Requirements Worksheet
USCG ICS Form - 

Core Plan Tab 4
This form is used to develop the total number of personal portable radios required for each Division/Group and Branch.

ICS Form 217 - Radio Frequency Assignment Worksheet
USCG ICS Form - 

Core Plan Tab 4
This form is used to assign radio frequencies for use during the incident.

Logistics Section Chief/Ground Support Unit Leader

ICS Form 218 - Support Vehicle Inventory
USCG ICS Form - 

Core Plan Tab 4
This form provides an inventory of all transportation and support vehicles assigned to the incident.

Operations Section 

ICS Form 220 - Air Operations Summary Worksheet
USCG ICS Form - 

Core Plan Tab 4
Completed by the Operations Section Chief or Air Ops. Director to determine the number, type, location, and specific assignments of helicopters and fixed-wing aircraft.

Summary of Response Operations
Core Plan Tab 4
Completed by the Operations Chief to track the current status of the response operations including the status of response equipment and personnel.

Finance Section 

Response and Claims Costs
Core Plan Tab 4
Completed by the Finance Section Chief to track response and claims costs.  Form available as a Microsoft Excel Spreadsheet.

RESOURCE REQUEST WORKSHEET
Request #

A.  Completed by Requestor

Date/Time:

Section:


POC:


Resource Requested:


Quantity:
Reporting Location:
Date/Time Required:

B.  Completed by Logistics Section
Date/Time:

POC:
Quantity requested:
Quantity on hand:
Quantity needed:

Scope:






Source
Phone
Cost
Date/Time of Delivery

1.




2.




3.




C.  Completed by Finance Section


Source:


Funds authorized:
Order number:
Method of purchase:

Accounting:






Authorizing Official’s Signature:
Date/Time:

RETURN FORM TO LOGISTICS SECTION WHEN COMPLETE

Copy to:
          FIC

     Operations

     Planning

     Finance

     Other: ______________ 

RESOURCE REQUEST SUMMARY
Date/Time:
Operational Period:

Resource Requested
Request #
Section

Requesting
Quantity

Required
Quantity

On Hand
Quantity

Needed
Status/Arrival Time
Complete








































































































































WEATHER STATUS

(Situation Unit Leader)

Incident Name:





Briefing Date/Time:



Incident Number:




Operational Period:

Observed





Date/Time Reported  ______________

Air Temperature:

High:
_____(F

Low:
_____(F

Wind Speed:


_____
Knots

Wind Direction from:

___________

Visibility:


_____
Miles

Ceiling:



_____
Feet

Precipitation:


Rain

Snow

Fog

Cloud Cover:


_____
%


Cloud Type:
_____________

Barometric Pressure:

Rising

Falling

Forecast
(12 hours)

Air Temperature:

High:
_____(F

Low:
_____(F

Wind Speed:


_____
Knots

Wind Direction from:

___________

Visibility:


_____
Miles

Ceiling:



_____
Feet

Precipitation:


Rain

Snow

Fog

Cloud Cover:


_____
%


Cloud Type:
_____________

Barometric Pressure:

Rising

Falling

WEATHER STATUS, cont.

Incident Name:





Briefing Date/Time:



Incident Number:




Operational Period:

Forecast
(24 hours)

Air Temperature:

High:
_____(F

Low:
_____(F

Wind Speed:


_____
Knots

Wind Direction from:

___________

Visibility:


_____
Miles

Ceiling:



_____
Feet

Precipitation:


Rain

Snow

Fog

Cloud Cover:


_____
%


Cloud Type:
_____________

Barometric Pressure:

Rising

Falling

Forecast
(48 hours)

Air Temperature:

High:
_____(F

Low:
_____(F

Wind Speed:


_____
Knots

Wind Direction from:

___________

Visibility:


_____
Miles

Ceiling:



_____
Feet

Precipitation:


Rain

Snow

Fog

Cloud Cover:


_____
%


Cloud Type:
_____________

Barometric Pressure:

Rising

Falling

WEATHER STATUS, cont.

Incident Name:





Briefing Date/Time:



Incident Number:




Operational Period:

Forecast
(72 hours)

Air Temperature:

High:
_____(F

Low:
_____(F

Wind Speed:


_____
Knots

Wind Direction from:

___________

Visibility:


_____
Miles

Ceiling:



_____
Feet

Precipitation:


Rain

Snow

Fog

Cloud Cover:


_____
%


Cloud Type:
_____________

Barometric Pressure:

Rising

Falling

WATER CONDITIONS

(Situation Unit Leader)

Incident Name:





Briefing Date/Time:



Incident Number:




Operational Period:

Operational Area Covered:

Observed





Date/Time Reported  ______________

Tide

Location:


1st Low
1st High
2nd Low
2nd High

Time





Height





Direction





Current

Location:


1st Low
1st High
2nd Low
2nd High

Time





Direction





Maximum EBB:

_______________

Knots/ ______ T

Maximum Flood:
_______________

Knots/ ______ T
Waves:

Height
_____

Interval _____ seconds

Direction _____

Swell:

Height
_____

Interval _____ seconds

Direction _____

Water Temperature:  _______ (F

Predominant Off-Shore Current(s)

Location:





Location:

Coordinates:





Coordinates:

Speed:






Speed:

Direction:





Direction:

WATER CONDITIONS, cont.

Incident Name:





Briefing Date/Time:



Incident Number:




Operational Period:

Forecast
(12 hours)

Tide

Location:


1st Low
1st High
2nd Low
2nd High

Time





Height





Direction





Current

Location:


1st Low
1st High
2nd Low
2nd High

Time





Direction





Maximum EBB:

_______________

Knots/ ______ T

Maximum Flood:
_______________

Knots/ ______ T
Waves:

Height
_____

Interval _____ seconds

Direction _____

Swell:

Height
_____

Interval _____ seconds

Direction _____

Water Temperature:  _______ (F

WATER CONDITIONS, cont.

Incident Name:





Briefing Date/Time:



Incident Number:




Operational Period:

Forecast
(24 hours)

Tide

Location:


1st Low
1st High
2nd Low
2nd High

Time





Height





Direction





Current

Location:


1st Low
1st High
2nd Low
2nd High

Time





Direction





Maximum EBB:

_______________

Knots/ ______ T

Maximum Flood:
_______________

Knots/ ______ T
Waves:

Height
_____

Interval _____ seconds

Direction _____

Swell:

Height
_____

Interval _____ seconds

Direction _____

Water Temperature:  _______ (F

WATER CONDITIONS, cont.

Incident Name:





Briefing Date/Time:



Incident Number:




Operational Period:

Forecast
(48 hours)

Tide

Location:


1st Low
1st High
2nd Low
2nd High

Time





Height





Direction





Current

Location:


1st Low
1st High
2nd Low
2nd High

Time





Direction





Maximum EBB:

_______________

Knots/ ______ T

Maximum Flood:
_______________

Knots/ ______ T
Waves:

Height
_____

Interval _____ seconds

Direction _____

Swell:

Height
_____

Interval _____ seconds

Direction _____

Water Temperature:  _______ (F

WATER CONDITIONS, cont.

Incident Name:





Briefing Date/Time:



Incident Number:




Operational Period:

Forecast
(72 hours)

Tide

Location:


1st Low
1st High
2nd Low
2nd High

Time





Height





Direction





Current

Location:


1st Low
1st High
2nd Low
2nd High

Time





Direction





Maximum EBB:

_______________

Knots/ ______ T

Maximum Flood:
_______________

Knots/ ______ T
Waves:

Height
_____

Interval _____ seconds

Direction _____

Swell:

Height
_____

Interval _____ seconds

Direction _____

Water Temperature:  _______ (F

Summary of Response Operations

(Operations Section Chief)

Description
Total

Activated (Qty/Capacity)
Quantity En Route
Quantity Deployed On-Scene
Quantity Still Available

Total Vessels





Recovery





Support





Total Storage





Barges





Oil Spill Response Vessels (OSRVs)





Bladders





Others























Total Boom Deployed





Shoreline Protection





Offshore Containment





Shoreline Containment





Total Recovery Equipment





Kvichak Rapid Response Skimmer





DIP 3001 Skimmer





MARCO Type V Skimming System





OSRVs





VOSS Systems





Skimming Barrier





Total Personnel





Field Operations





Response Management





Spilled Product Status

Oil Type:






Oil Spilled:


__________ BBL

Oil Dispersed Chemically (est.):
__________ BBL

Oil/Emulsion Recovered

__________ BBL
Water Content: _____
%

Oil Remaining on Surface
__________ BBL

RESPONSE AND CLAIMS COSTS

Response Operation Costs

Personnel
Hours
Cost/Hour
Cost



























































 




 




 

Equipment
Hours
Cost/Hour
Cost







































































Claims Costs

Claimant
Submitted
Paid
Cost









 




 























Total


TAB 4.2.1   ICS Forms

Insert here.
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