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MANAGEMENT CHARACTERISTICS

ICS is based on 14 proven management
characteristics, each of which contributes to the
strength and efficiency of the system that FEMA
will utilize in field operations.
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Common Terminology

Modular Organization

Management by Objectives

Incident Action Planning

Manageable Span of Control

Incident Facilities and Locations
Comprehensive Resource Management
Integrated Communications
Establishment and Transfer of Command

. Chain of Command and Unity of Command
. Unified Command

. Accountability

. Dispatch and Deployment

. Information and Intelligence Management






U.S. Department of Homeland Security
500 C Street, SW
Washington, DC 20472

FEMA

Subject: FEMA INCIDENT MANAGEMENT HANDBOOK

Ref: (a) Homeland Security Presidential Directive Five (HSPD-5)
(b) National Incident Management System, December 2008
(c) National Response Framework (NRF), January 2008
(d) Robert T. Stafford Relief and Emergency Assistance Act (42
U.S.C. 5121, et seq.)
(e) Post Katrina Emergency Management Reform Act 2006
(S.3721—109" Congress)

. PURPOSE: This Incident Management Handbook (IMH) is
designed to assist emergency management personnel in the use of
the National Incident Management System’s (NIMS) Incident
Command System (ICS) for use during all hazards response
operations and planned events. The document clarifies the Federal
Emergency Management Agency’s (FEMA) field operating structure
and how it utilizes the characteristics of the ICS to interact with
states, territories, tribal jurisdictions, and National Response
Framework (NRF) agencies and partners under disasters and
emergencies.

The IMH is not a program reference; nor does it substitute for ICS-
based field qualifications or certifications.

2. ACTION: This IMH will be disseminated as widely as possible to
all offices and personnel in FEMA involved in response and recovery
operations.

3. BACKGROUND: The Federal Government responds to
emergencies and disasters in support of state, territory, and tribal
governments in accordance with the NRF and HSPD-5. Numerous
federal departments and agencies have responsibilities under the
NRF. FEMA is responsible for coordinating the delivery of federal
disaster relief to state and local governments under Presidential
declarations of disasters and emergencies. Such coordination
generally involves multiple departments and agencies employing a
broad range of assets and resources. HSPD-5 mandates the Federal
Government’s use of the NIMS, which has among its core



components the ICS. This IMH is designed to assist FEMA
personnel with the use of ICS to manage disaster field operations.

The FEMA IMH includes information related to References (a)
through (e) above. The IMH is organized so that common
responsibilities for field personnel are described in Chapter 2.
Command and General staff duties and responsibilities are
addressed in Chapter 3 through Chapter 8. Chapter 9 describes the
incident action planning processes and principles. The remainder of
the IMH includes informational chapters and appendices on other
incident-related activities, such as transfer of command, Incident
Management Assistance Teams, and area command operations.

4. POSITION TASK BOOK and ICS FORMS AVAILABILITY:
FEMA Position Task Books and FEMA ICS forms noted in this IMH
can be found in the FEMA Incident Command System Forms
Manual.

5. USAGE: This version of the IMH is intended for immediate use as
interim guidance until superseded. It will provide a basis for
additional procedures and training for field operations. Use it and
provide recommended changes to:

FEMA Disaster Operations Directorate
500 C Street, SW, Room 238
Washington, DC 20472

Thank you for your continued support with NIMS implementation

within the Agency.
/\[anez,, [Derd]

Nancy Ward
Acting FEMA Administrator
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CHAPTER 1
Introduction

The Federal Government responds to emergencies and
disasters in support of state and tribal governments in
accordance with the National Incident Management System
(NIMS) and National Response Framework (NRF) as
prescribed in Homeland Security Presidential Directive 5
(HSPD-5). Numerous federal departments and agencies
have specific responsibilities under the NRF. The Federal
Emergency Management Agency (FEMA) is responsible for
coordinating the delivery of federal disaster relief to state and
local governments under presidentially declared disasters
and emergencies. Such coordination generally involves
multiple departments and agencies employing a broad range
of assets and resources.

HSPD-5 mandates the Federal Government’s use of the
NIMS, which has four core components: (1) Preparedness,
(2) Communications and Information Management, (3)
Resource Management, and (4) Command and
Management. The NIMS Command and Management
component specifies an incident management system that is
based on the following key principles:

Common terminology

Modular organization

Management by objective

Reliance on an Incident Action Plan (IAP)
Chain of command and unity of command
Manageable span of control.

This Incident Management Handbook (IMH) is designed to
assist FEMA personnel with the use of the NIMS Command
and Management component to manage disaster field
operations. For FEMA to meet its Stafford Act program
requirements, it must use a management system that allows

INTRODUCTION 11 INTRODUCTION
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for the rapid, effective expansion of its organization on the
basis of the size and complexity of field operations. This
document clarifies FEMA's field operating structure and how
it utilizes the NIMS Command and Management component
to interact with states, territories, tribal jurisdictions, and NRF
agencies and partners under disasters and emergencies.

It is important to recognize that FEMA does not assume
responsibility for local incident command activities but
instead provides a structure for the command, control, and
coordination of federal resources not yet delivered to states,
local incident commands, and/or other end users.

FEMA'’s operations are normally carried out in a Joint Field
Office (JFO), which is defined in the NRF as the Federal
Government’s primary incident management field structure.
The JFO structure does not manage on-scene operations. All
FEMA incidents will be managed by Incident Management
Assistance Teams.

The IMH is not intended to provide direction for FEMA
programs nor serve as a program reference guide. As such,
program definitions are introduced as appropriate and not
necessarily sequentially as anticipated in program guidance.
The IMH does not replace NIMS qualifications, NIMS position
training, or program training. Personnel must be able to
effectively operate within the NIMS organization at their
assigned positions and properly use and understand the
IMH.
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CHAPTER 2

COMMON RESPONSIBILITIES

Contents 2-1
Introduction 2-2
Initial Deployment to a Federal Disaster 2-2
Mobilization 2-3
Personal Equipment Checklist (Recommended) 2-3
Check-in Procedures at the Incident 2-5
Obtain Briefing and Brief Subordinates 2-6
Property Management 2-7
Communications Discipline 2-7
Forms and Record Keeping 2-7
Supervisory Position Responsibilities 2-8
Demobilization Activities 2-8
Inappropriate Behavior 2-9
Drugs and Alcohol 2-10
Media Interviews 2-10
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Introduction

The purpose of this chapter is to describe the common
responsibilities of federal disaster response personnel when
deployed in response to a federal disaster or emergency.

Initial Deployment to a Federal Disaster

Federal disaster response personnel will be notified of a
deployment assignment by their respective agency. More
specifically:

Emergency Support Function (ESF) personnel will
be notified by their agency according to their
protocols.

All FEMA personnel will be notified via telephone by
the FEMA Automated Deployment Database (ADD).

Minimum information to be obtained before departing is the
following:

arON=

® N

10.
11.

FEMA Disaster Number (DR Number)

Travel Authorization Number (TA Number)

Job assignment

Specific location of the disaster

Name of supervisor, if available, with contact
number

Reporting location and contact number
Reporting time

Travel instructions, including whether a rental car is
authorized

Special instructions (i.e., hardship duty, passport
requirements, special clothing, etc.)

Special training requirements

Required personal protective equipment (PPE)

COMMON 2-2 RESPONSIBILITIES
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Mobilization

1. Disaster response personnel should plan on a
minimum of 30 days deployment unless otherwise
directed by a deployment office.

2. Personnel should make travel arrangements per
specific agency procedures and policies.

3.  FEMA will reimburse each individual for any and all
personal baggage up to $125.00 per each one-way,
authorized destination when traveling by air. Any
baggage fees assessed on baggage solely
containing FEMA equipment and/or materials will be
fully reimbursed.

4. Disaster response personnel are required to be
aware of and comply with all Transportation Security
Administration requirements and airport security
policies.

Personal Equipment Checklist (Recommended)

Personal ltems

Immunization Record (Yellow Book)

Official Personal Identification Badge

Personal health items (see below)

Adequate amount of U.S. currency (ATM machines

may be inoperable for several days because

incident impacts) to procure meals for 7 days

5. Seven changes of clothing appropriate for the
location, elevation, time of year, and kind of
assignment

6. Toilet articles

7. Flashlight with spare batteries

8. National Oceanic and Atmospheric Administration
(NOAA) weather radio

9. Alarm clock

10. Pocket knife (Important: keep in checked luggage
while traveling)

11. Earplugs

PON=
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12.
13.

14.
15.
16.
. Hat for sun and rain
18.

Small back pack, if you will be working in the field
Safety shoes or boots with steel toes if you are
working in warehousing and/or materials handling
positions

Watch

Rain gear

Reading and sunglasses

Current passport if deployment is outside of the
continental United States (OCONUS), i.e., Pacific or
Caribbean Islands. However, it is recommended
that individuals travel with U.S. passports at all
times, as reassignment to areas that may require
passports is not an unusual occurrence.

Personal Health ltems

N —

Prescription medicine for expected length of stay
Medication for colds, allergies, diarrhea, athletes’
foot, menstrual cramps, hemorrhoids, constipation,
and headaches

Medic Alert bracelets

Sunscreen (SPF-15 or higher)

Insect repellent

Antiseptic ointment

Lip salve

Vitamins

Small scissors

. Tweezers

. Water-purification tablets or system

. Flip-flops

. Extra pair of reading glasses, particularly if

prescription glasses. Contact wearers should be
aware of possible dusty conditions at incident sites.

. Your blood type written down in your Yellow Book

(immunization record)

Note: Within the continental United States
(CONUS) a number of the above listed items may
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be easily purchased; however, in the early stages of
a disaster or if deployment is OCONUS, i.e., Pacific
or Caribbean Islands, they may not be that readily
available.

Agency-Provided ltems

1. Position Go-Kit if provided

2.  FEMA Incident Management Handbook

3. Any agency-issued safety equipment needed for the
assignment

Check-In Procedures at the Incident

Check-in officially logs individuals in at the incident.

1. Disaster response personnel only check in once.
2. There may be several identified check-in locations
at various incident facilities such as following:

¢ Joint Field Office (JFO)
¢ Incident Support Base
Staging Area
Camp
FEMA Helibase

Note: If instructed to report directly to a field
assignment, individuals should check in with the
FEMA Division/Group Supervisor or other field
supervisor. The Division/Group Supervisor or
field supervisor will then be responsible to check
supervisees in to the incident.

3. Each individual should provide all information
needed to complete the Check-in List (ICS Form
211).

4. Individuals check in with their agency’s deployment
center at 888-853-9648 and provide contact
information, such as lodging location and phone
number, and emergency contact name and number.
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Obtain Briefing and Brief Subordinates

After check-in, locate incident supervisor and obtain an
initial briefing. Supervisors should provide items received in
any briefings to subordinates in their briefing. The items
include the following:

1.

2.

o ks w

11.

12.

13.

14.

Identification of job responsibilities and performance
requirements

Identification of co-workers within the specific job
function

Location of work area

Identification of eating and lodging options
Instructions for obtaining additional supplies,
services, and personnel

Identification of operational period and work shifts
Clarification of any important points pertaining to
assignments that are not clearly understood
Provisions for specific debriefing at the end of an
operational period

A copy of the current Incident Action Plan

. Review of the Job Hazard Analysis for the task with

the employee to ensure they understand the
hazards associated with their task

Instructions on the proper use of required PPE for
the tasks to be performed

Review with employees of incident reporting
requirements

Review with employees of safety training
requirements of their jobs

Advisement to employees of their rights and
responsibilities for worker safety and health.

Briefings are very important, and it is imperative that
individuals ask questions to ensure complete understanding.
All questions and concerns are welcomed and will be
addressed.

Use available waiting time to test equipment and review
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documents, such as the IMH, FOGs, Position Task Books,
and job aids.

Property Management

Each employee is responsible for properly using and
safeguarding the government property entrusted to his or her
care. If property is lost, stolen, or damaged, contact the
Accountable Property Officer (APO).

Communications Discipline

Clear text should be used in all communications. Minimize
use of acronyms and do not use radio codes. It is extremely
important that all incident personnel observe and follow
procedures, discipline, and security requirements in the use
of all communication equipment, such as telephones,
computers, and radios.

Forms and Record Keeping

Most disasters managed under ICS rely heavily on the use of
ICS forms to manage information and resources. A detailed
listing of ICS forms commonly used by FEMA can be found in
Appendix H. Some general instructions on the initiation and
completion of forms are as follows:

1. Itis important to have legible forms. Print or type all
entries on the form.

2.  When entering dates, use a month/day/year format,
such as March 17, 2009 or 3/15/09.

3. Use military 24-hour clock time for the time zone of
the incident when entering times.

4. Enter date and time on all forms and notes.

5. All Occupational Safety and Health incidents must
be reported to the Safety Officer. All incident
investigation forms should be submitted to the
Safety Officer to ensure record keeping
requirements are met.

6. If providing information through a general message
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to all disaster response personnel, individuals may
use an ICS Form 213.

Supervisory Position Responsibilities

Individuals in supervisory positions—including all Command
Staff, Section Chiefs, Branch Directors, Division/Group
Supervisors, Unit Leaders, and Strike Team/Task Force
Leaders—have additional responsibilities to perform certain
tasks related to the supervision of subordinates. These
responsibilities include the following:

1.  Ensure the safety of all reporting personnel, which
may include the provision of safety or PPE as
appropriate.

2. Ensure access to necessary training to all reporting
personnel as appropriate.

3. Review guidance documentation pertinent to job
functions and operational areas, including Position
Task Books, job guides, and field operation guides.

4. Undertake Contract Officer Technical
Representative (COTR) training, especially for
Logistics Unit Leaders and Operations Branch
Directors, Supervisors, and Group Supervisors for
guidance on working with contract support.

5. Document in writing daily all significant decisions
and facts relative to related activities on the incident
and maintain this documentation in a notebook and
retained it as a permanent record. ICS Form 214a
may be used for this purpose.

6. Maintain records for responsible functions and
ensure transition to the appropriate FEMA Region
as required.

Demobilization Activities

Preparation for demobilization begins with mobilization.
Each individual or Chief of Party mobilized to an incident
has responsibilities in the demobilization process. The
following checklist identifies key responsibilities:
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-

Verify demobilization schedule with supervisor.

2. Evaluate performance of subordinates.

3. Ensure that base, camp, and work space and
sleeping area is clean.

4. Clean and ready gear for another assignment and
travel.

5. Follow approved check-out procedures.

6. FEMA employees complete the FEMA Check-Out
Form and obtain required signatures and/or initials
from the following:

e  Work supervisor. Release authorization,
signed time sheet, signed travel voucher, and
performance appraisal

e Accountable Property Officer. Return of all
accountable property

o Travel Manager. Complete travel voucher for
supervisor’s signature

e Time Unit. Turn in of completed time sheet
signed by Supervisor

e  Supply Unit. Return of incident issued
equipment and unused supplies.

e FEMA ADD. Check-out with ADD upon release.

7. Report to departure points ahead of schedule.

8. Stay with the assigned group until arrival at the final

destination.

Inappropriate Behavior

It is extremely important that inappropriate behavior be
recognized and dealt with promptly. Inappropriate behavior—
including all forms of discrimination, sexual harassment, and
other equal rights violations—uwill not be tolerated. When
individuals observe or hear others engaging in inappropriate
behavior they should do the following:

1. Inform and educate subordinates of their rights and

responsibilities.
2. Provide support to the victim.
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3. Develop appropriate corrective measures.
4. Report the incident to a supervisor or other
appropriate authority.

Individuals need to also respect all private and government-
owned property.

Drugs and Alcohol

Possession and/or use of nonprescription, unlawful drugs
and alcohol during duty hours, on or in incident facilities and
government or rental vehicles, is prohibited. Violations may
result in disciplinary action.

While deployed, disaster response individuals are
representatives of the Federal Government at all times and
should act accordingly.

Report any observed drug or alcohol abuse to your
supervisor.

Media Interviews

External Affairs will normally provide incident-specific
guidance for media inquiries. Absent such guidance,
personnel should refer media inquiries to External Affairs.

If confronted by the media, do not be evasive but limit your
response to your area of responsibility and the specific job at
hand.
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CHAPTER 3

UNIFIED COORDINATION

Contents 3-1
Unified Command 3-2
Unified Coordination Group 3-2
Initial Unified Command Group Meeting 3-5
Checklist
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Unified Command

Most, if not all, federally declared disasters involve multiple
agencies with different geographical or functional jurisdictions
or different levels of government. It is imperative that all
emergency management agencies regardless of these
differences be able to meet their responsibilities and
participate effectively. Experience has shown that in such
situations it is much more efficient and effective to integrate
the management of resources into a single operational
organization that is managed by a single command structure.

Unified Command is a structure that brings together the
designated officials of the principle jurisdictions involved in
the incident to coordinate an effective response while at the
same time carrying out their own jurisdictional
responsibilities. As a team effort, Unified Command reduces
inefficiency and duplication of effort that can occur when
agencies from different jurisdictions or agencies at different
levels of government operate without a common system or
organizational framework.

Unified Coordination Group (UCG)

FEMA uses the term Unified Coordination Group (UCG) as
shown in the National Response Framework, January 2008.
On most FEMA incidents the UCG will function like a Unified
Command as shown in this section.

The UCG is comprised of senior leaders representing State
and Federal interests and in certain circumstances tribal
governments, local jurisdictions, or the private sector. The
UCG on a FEMA Stafford Act incident typically consists of
the Federal Coordinating Officer (FCO) and the State
Coordinating Officer (SCO) and on larger, more complex
incidents may include senior officials from other entities and
other Federal representatives as shown in the diagram
below. The FCO is the lead FEMA representative in the
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UCG organization. There maybe times in non Stafford
events when the Secretary of DHS may direct a PFO to
deploy as a member of the UCG

Unified Coordination Group

| 1
1 1
FCO SCO , PO
1 1
e 1
DoD Senior Law Other Senior
Representative Enforcement Officials

The UCG will integrate the management of resources into
one operational organization that is managed and supported
by one command structure. It provides a mechanism to
enable agencies with different legal, geographic, and
functional responsibilities to coordinate, plan, and interact
effectively.

The exact composition of the UCG will depend on such
factors as 1) location of the incident, 2) type of incident, 3)
jurisdictions involved, 4) authorities involved, etc. In some
situations the key players may decide that a single
Coordinating Officer may be the best approach.

Designated agency officials participating in the UCG
represent different legal authorities and functional areas of
responsibility and use a collaborative process to establish
incident objectives and designate priorities to accomplish
those objectives.

To be considered as a potential member of the UCG a
representative’s organization should:
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a. Have legal jurisdictional/functional authority and
responsibility on the incident,

b. Be impacted by the incident or response requirements,

Cc. Be specifically charged with commanding, coordinating,
or managing a major aspect of the response, and

d. Must have the resources to support participation in the
organization.

Assisting and cooperating agencies contributing resources to
the incident, but without statutory responsibilities on the
incident, would not normally function in the UCG. For
example, Emergency Support Functions (ESF)
representatives would not be included in the UCG unless
they were operating under their own authority. These
agencies should assign an AREP to effectively represent
their agencies and resources through the Liaison Officer.

One of the UCG members may be selected as the
spokesperson within the UCG. Typically, the person
representing the agency with the highest resource
commitment or most visible activity on the incident is
selected.

A UCG increases operational effectiveness by providing:

a. A collective approach to develop a common set of
incident objectives and a single Incident Action Plan
(IAP).

b. A structure for joint decision making while preserving the
authority and legal autonomy of entities participating in
the UCG.

c. Improved information flow and coordination between all
jurisdictions and agencies involved in the incident.

d. An opportunity for all agencies with responsibility for the
incident to understand each others priorities and
restrictions.

Note: No agency's authority or legal requirements will be
compromised or neglected.

UNIFIED 3-4 COORDINATION



March 2009

The members of the UCG must be authorized to perform the
necessary activities and actions on behalf of the jurisdiction
or agency they represent. Such activities include, ordering of
additional resources in support of the IAP, possible loaning or
sharing of resources to other jurisdictions, and agreement on
financial cost-sharing arrangements.

The UCG must agree on:

a. Planning, logistical, and finance agreements and
procedures.

b. Resource ordering process to be followed.

c. Informational matters.

Initial UCG Meeting Checklist

Initiate UCG as soon as two or more emergency
management agencies having jurisdictional or functional
responsibilities come together on an incident. It is important
that the UCG be initiated at the earliest opportunity on those
disasters where there may be competing priorities based on
agency responsibilities.

UCG members need to convene prior to the first unified
operational period to discuss and concur on important issues
prior to joint incident action planning.

The agenda for the UCG meeting should include the
following:

Presidential declaration direction and authorities.
Discussion and considerations of UCG member’s
objectives.

Jurisdictional limitations, concerns, and restrictions.
Developing a collective set of incident objectives.
Establishing and agreeing on action priorities.
Adoption of overall strategies to accomplish objectives.

co

~® o0
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g. Agreement on the basic organization structure.
See Chapter 9 — Planning Cycle, Meetings, and Briefings for

more information and detail regarding the incident action
planning process.
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CHAPTER 4

COMMAND AND COMMAND STAFF

Contents

Command Organization Chart

Federal Coordinating Officer

Chief of Staff

Security Manager

Legal Advisor

Equal Rights Specialist

Environmental Historical Preservation Advisor
Executive Assistant

Acquisition Adviser

Safety Officer

Liaison Officer

Agency Representative

External Affairs Organization

External Affairs Officer

Assistant External Affairs Officer

Joint Information Center Field Manager
Broadcast Manager

Photography and Video Manager
Assistant EAO—Planning and Products
Assistant EAO-Congressional
Assistant EAO-Intergovernmental Affairs
Assistant EAO—Private Sector
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Assistant EAO—Community Relations
Community Relations—Group Supervisor
Community Relations—Task Force Leader

Community Relations—Crew Leader
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Command Organization Chart

Federal Coordinating

Officer
I ]
External Affairs Officer Chief of Staff
Assistant AEO Assi: AEO Executive Assistant
Joint Information Center Planning & Products Legal Advisor
Equal Rights Specialist
Security Manager
N A Other Advisors as determined
é AEOI e © F:\IIEO necessary, such as an
ongressiona ommunity Relations Environmental Historical
Preservation or Acquisition
Advisor.
Assistant AEO Assistant AEO Note: Specialists may also
Private Sector Intergovernmental be assigned to any
Affairs organizational area as
needed.
Safety Officer

Note: The Federal Coordinating Officer (FCO) is a
member of the Unified Coordination Group (UCG) shown
in Chapter 3. The organization chart above shows
Command Staff positions that may be utilized on an
incident. In some situations the Command Staff may
also be unified.
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Position Checklists

Federal Coordinating Officer (FCO). The FCO is
responsible for the overall management of the federal
response to the incident. The FCO may have a deputy.
Deputies must have the same qualifications as the person for
whom they work, as they must be ready to take over that
position at any time. Primary duties include the following:

a. Review Common Responsibilities (Chapter 2).

b. Obtain a briefing from the FEMA Regional
Administrator (RA) or representative.

c. Assess the situation and/or obtain a briefing from
the previous FCO or Regional Resource
Coordination Center (RRCC) Director.

d. Obtain a briefing from the State, Territorial, Tribal
Coordinating Officer or designated representative.

e. Make an initial appraisal of the types of assistance
most urgently needed.

f.  Provide leadership in forming a UCG with affected
jurisdictional agency designated representatives.

g. Determine and establish joint incident objectives.

h. Determine a strategy to accomplish objectives and
prioritize action items.

i.  Establish a Joint Field Office (JFO).

j.  Brief Command and General Staff.

k. Approve the meeting and briefing schedule.

I.  Establish an appropriate organization.

m. Ensure planning meetings are scheduled as
required.

n. Participate in the incident action planning process
and approve the Incident Action Plan (IAP).

o. Ensure that adequate safety measures are in place.

p. Approve requests for additional resources or for the
release of resources.

gq. Authorize release of information to the news media.

Prepare an Executive Summary.

-
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Ensure an Incident Situation Report (ICS Form 209)
is completed and forwarded to the appropriate
authority.

Order the demobilization of the incident when
appropriate.

Document in writing all significant decisions and
facts relative to your activities on the incident.

Chief of Staff (COS). The COS reports to the FCO, acts for
the FCO in administrative matters, ensures efficient
functioning of all COS staff, manages the office environment,
and serves as interface with the Command and General Staff
on internal issues needing resolution. The FCO may choose
to delegate other duties and authorities to the COS.

The COS monitors morale and discipline and has direct
responsibility for the Executive Assistant and other Advisors,
Special Assistants, and Technical Specialists as assigned.
Primary duties include the following:

a.
b.
c.

Review Common Responsibilities (see Chapter 2).
Obtain initial briefing from FCO.

Monitor JFO internal operations to identify current or
potential inter-organizational problems and
recommend solutions.

Monitor work and rest schedules to ensure
personnel are receiving adequate time off.

Ensure action is initiated and followed up on
adverse personnel actions.

Provide oversight and direction to Special
Assistants as assigned.

Identify and propose solutions to major office
management problems.

As directed, represent the FCO in briefings,
meetings, and conferences with federal, state, and
local officials.

Maintain liaison with the Security Officer on office
and personnel security.
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j. Document in writing all significant decisions and
facts relative to your activities on the incident.

Security Manager (SEMG). The SEMG reports to the FCO
and is responsible for providing safeguards needed to protect
personnel and property from loss or damage, for providing
security badging services, and submitting required
information needed to conduct background checks to
Headquarters (HQ). Primary duties include the following:

a. Review Common Responsibilities (see Chapter 2).

b. Obtain briefing from the supervisor.

c. Establish contacts with local and other federal law

enforcement agencies as required.

Develop a Security Plan for incident facilities.

e. Adjust the Security Plan to meet changing
conditions.

f.  Coordinate security activities with appropriate
incident personnel.

g. Administer security contracts.

h. Keep the peace and prevent assaults.

i.  Prevent theft of all government and personal
property.

j. Document all complaints and suspicious
occurrences.

k. Provide employee badging services.

I. Submit to HQ required information needed to
conduct background checks.

m. Document in writing all significant decisions and
facts relative to your activities on the incident.

Q

Legal Advisor (LEAD). The LEAD can be assigned
wherever needed but normally reports to the COS and acts in
an advisory capacity. The LEAD will be from the FEMA Office
of Chief Counsel (OCC) on most disasters or incidents. The
LEAD provides advice on legal matters, such as emergency
proclamations, agreements, authorities, legality of evacuation
orders, and legal rights and restrictions pertaining to the
release of information. Primary duties include the following:
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Review Common Responsibilities (see Chapter 2).
Obtain an initial briefing from the supervisor.
Prepare the FEMA/state agreement (FSA).

Prepare hold harmless and rights-of-entry
agreements.

Provide analysis and opinions on the impact of both
Stafford and non-Stafford Act authorities on FEMA
operations.

Provide advice and counsel on contract law,
administrative policies, investigations, finance,
claims, implementation of DHS and FEMA
programs, and regulations of other federal agencies.
Participate in planning meetings, when requested.
Document in writing all significant decisions and
facts relative to your activities on the incident.

Equal Rights Specialist (EUSP). The EUSP can be
assigned wherever needed, but normally reports to the COS
and is responsible for ensuring compliance with applicable
equal rights statutes. Primary duties include the following:

a.
b.
c.

o

> a-~

Review Common Responsibilities (see Chapter 2).
Obtain briefing from the supervisor.

Provide a point of contact (POC) for incident
personnel to discuss human resource issues.
Ensure compliance with labor laws.

Participate in daily briefings and planning meetings
to provide appropriate human resource information.
Identify employees with special needs.

Monitor assistance programs to ensure compliance
with equal rights authorities.

Post equal rights information, as appropriate.
Receive and address reports of inappropriate
behavior, acts, or conditions through appropriate
lines of authority.

Participate in planning meetings, when requested.
Document in writing all significant decisions and
facts relative to your activities on the incident.
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Environmental Historic Preservation Advisor (EHPA).
The EHPA reports to the COS but could report directly to the
FCO and is the principal environmental historic preservation
program expert and advisor on the incident. The EHPA does
not direct EHP personnel operationally on the incident, but
provides program oversight and technical expertise and
support to the incident organization in general and more
specifically to the EHP specialists (environmental, historic,
and floodplain) located in the Operations Section. Primary
duties include the following:

a.
b.
c.

Review Common Responsibilities (see Chapter 2).
Obtain briefing from the supervisor.

Participate in appropriate meeting and incident
action planning sessions as needed.

Obtain information on the pre-JFO activities,
including results of early scoping, regional history,
and EHP cadre from the Regional Environmental
Officer (REOQ).

Conduct a scoping meeting with federal, state, and
tribal resource agencies on interagency policies,
procedures, and agreements.

Advise appropriate incident personnel on
requirements and adequacy of compliance reviews
and identify options for meeting FEMA regulatory
obligations.

Identify documents, agreements, and procedures
that could facilitate compliance (e.g., Programmatic
Category Exclusions (CATEX), Environmental
Assessments, Biological Assessments, emergency
procedures).

Inform, counsel, and provide recommendations to
appropriate incident personnel, EHP specialists, and
the REO concerning EHP issues.

Assist in the development of partnerships with
federal, state, and tribal environmental resource
staff and other stakeholders.
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Approve National Environmental Policy Act (NEPA)
CATEXs documented at Levels | and Il, and/or
Level lll, upon delegation by the REO.

Develop a report summarizing EHP disaster
operations, including best practices.

Summarize and send records of unresolved EHP
issues to the REO.

Document in writing all significant decisions and
facts relative to your activities on the incident.

Executive Assistant (EXEC). The EXEC reports to the COS
and provides administrative support to the office of the FCO,
serves as a confidential assistant, and works in a close and
direct relationship with the FCO and command and general
staff. The EXEC must exercise discretion in the performance
of duties and confidentiality of information. Primary duties
include the following:

a.
b.
c.

> @™o

Review Common Responsibilities (see Chapter 2).
Obtain an initial briefing from the supervisor.

Set up the office of the FCO and assist in setting up
the State Coordinating Officer (SCO) as directed.
Oversee the establishment of a filing system,
maintain official FCO files, and transition files back
to the Regional Office.

Coordinate the completion of the FSA.

Create letters, memos, and reports.

Prepare confidential and sensitive documents and
maintain such files in the strictest of confidence.
Maintain the FCO/DFCQ’s calendar and schedule
appointments.

Receive, log in, and distribute incoming
correspondence.

Review outgoing correspondence to ensure
accuracy before the FCO’s signature.

Receive, screen, and refer visitors and telephone
calls.

Release data, information, and copies of sensitive
or confidential material only to authorized personnel.
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Acquisition Advisor (AQAD). The AQAD is a senior
manager assigned from the HQ Acquisition Management
Division (AMD) primarily to large and/or complex disasters
during the response and early recovery phases and reports
to the COS. The AQAD provides expert advice on acquisition
issues and is responsible for (1) expediting necessary and
unique acquisition assistance from DHS and FEMA HQ
and/or other federal agencies to the Incident Management
Assistance Team (IMAT), the Ordering Unit, and the
Procurement Unit; (2) ensuring compliance with the Federal
Acquisition Regulations (FAR); (3) ensuring that no
unauthorized commitments are made; and (4) facilitating the
coordination and resolution of acquisition issues with HQ for
the Procurement Unit Leader or the Comptroller. Primary
duties include the following:

a. Review Common Responsibilities (see Chapter 2).

b. Obtain initial briefing from the FCO about urgent
acquisition needs.

c. Participate in the FCO’s Command and General
Staff meeting.

d. Brief IMAT members and other appropriate incident
personnel on the agency policy on ratifications.

e. Serve as the FCO’s advisor and/or expediter for
unique or urgent acquisition needs that must be
addressed quickly to accomplish the mission.

f.  Brief the FEMA (HQ) Head of Contracting Activity
daily, in coordination with the Procurement Unit
Leader, on needed HQ acquisition support for the
incident.

g. Facilitate the coordination and resolution of
acquisition issues with HQ for the Procurement Unit
Leader or the Comptroller.

h. Coordinate with Section Chiefs to analyze mission
requirements or problems that might lead to
unauthorized commitments if acquisition elements
are not resolved in a timely manner.

i.  Ensure compliance with the FAR.
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j.  Give training as needed on acquisition policy and
guidance.

Safety Officer (SOFR). The SOFR reports to the FCO and is
responsible for developing and recommending measures to
ensure the safety of personnel assigned to the incident and
to assess and/or anticipate hazardous and unsafe situations.
The SOFR may have assistants, as necessary. Safety
assistants may be assigned functional responsibilities, such
as air operations and hazardous materials. Primary duties
include the following:

Review Common Responsibilities (see Chapter 2).

Obtain briefing from the supervisor.

Identify hazards and unsafe conditions.

Participate in the incident action planning meetings.

Review and approve the medical plan (ICS Form

206) for the IAP.

Prepare safety messages for inclusion in the IAP.

g. Conduct a safety assessment and assist in the
development of safety plans for all FEMA facilities
on the incident.

h. Participate with the Planning Section in the
development of the Continuity of Operations Plan
(COOP).

i.  Exercise emergency authority to stop and prevent
unsafe acts when necessary.

j. Ensure accidents are investigated and appropriate
reports are prepared.

k. Document in writing all significant decisions and
facts relative to your activities on the incident.

I. Ensure incidents are properly recorded and reported
in accordance with statutory requirements.

m. Serve as the technical advisor for all supervisors

and managers to assist with the implementation and

management of an occupational safety and health
program that will provide all responders with safety
and healthful work environments.

Paoow
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Provide oversight and guidance for all mission-
assigned governmental and nongovernmental
entities to assist with the management of responder
worker safety and health.

Ensure compliance with all applicable occupational
safety and health standards and regulations.
Monitor all program areas to ensure compliance
with applicable occupational safety and health
authorities.

Chair and coordinate the Interagency Safety
Committee to ensure all agency partners receive
and communicate hazards related to the event.
Coordinate hazard communication with the NRCC
Safety Coordinator to ensure all inter- and intra-
agency partners review information on the identified
hazards.

Liaison Officer (LOFR). The LOFR reports to the FCO and
is the POC for supporting and cooperating Agency
Representatives (AREP). The LOFR may have assistants,
who may represent assisting agencies or jurisdictions.
Primary duties include the following:

a.
b.
C.

Review Common Responsibilities (see Chapter 2).
Obtain an initial briefing from the supervisor.
Serve as the POC for ESF representatives and
other AREPs.

Establish and maintain interagency contacts.
Maintain a list of assisting and supporting agencies
and AREPs.

Keep assisting and supporting agencies aware of
incident status.

Monitor incident operations to identify current or
potential interagency problems.

Participate in planning meetings and provide
limitations and capabilities of assisting and
supporting agency resources on the incident.
Ensure that all required agency forms, reports and
documents are completed before demobilization.
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Ensure all documentation to support Mission
Assignment (MA) reimbursements is provided by
the tasked agency to the FEMA Regional Office.
Debrief AREPs before their departure.
Document in writing all significant decisions and
facts relative to your activities on the incident.

Agency Representative (AREP). An AREP reports to the
LOFR and is assigned to an incident from an assisting or
cooperating agency that has been delegated authority to
make decisions on matters affecting that agency's
participation at the incident. The AREP is there to assist
coordination efforts and does not direct tactical assignments.
Primary duties include the following:

Note: Agency as used below refers to the AREP’s

agency or ESF.

a. Review Common Responsibilities (see Chapter 2).

b. Obtain briefing from the supervisor.

c. Assign a Deputy and technical specialists as
needed to meet agency needs.

d. Ensure that all agency resources are properly
checked in at the incident.

e. Inform assisting or cooperating agency personnel
on the incident that the AREP position for that
agency has been filled.

f.  Provide technical advice and counsel to the Section
Chiefs who may have agency personnel assigned.

g. Provide technical assistance and subject matter
expertise when requested.

h. Participate in incident action planning when

requested.

Conduct field visits to monitor agency
accomplishments.

Make recommendations to the Section Chiefs on
the need to increase, decrease, and/or reassign
agency resources.

COMMAND 4-13 STAFF



March 2009

k. Attend briefings and meetings as required.

I.  Provide input on the capability and use of agency
resources.

m. Ensure the well-being of agency personnel assigned
to the incident.

n. Advise the LOFR of any special agency needs or
requirements.

o. Ensure that all agency personnel and equipment are
properly accounted for and released before
departure.

p. Provide input to demobilization planning.

gq. Ensure that all required agency forms, reports, and
documents are completed before demobilization.

r.  Reconcile all open MAs before departure.

s. Document in writing all significant decisions and
facts relative to your activities on the incident.
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External Affairs Organization

External Affairs Officer

(EAO)

Assistant AEO
Planning & Products

Assistant AEO
Private Sector

Assistant AEO
Congressional

Assistant AEO
Joint Information Center

Assistant AEO
Intergovernmental Affairs

Assistant AEO

JIC Field Manager

Broadcast Manager

Photography & Video
Manager

Community Relations

I

Community Relations
Group Supervisor

I

Community Relations Task
Force Leader

I

Community Relations Crew
Leader

Note: Operations position titles of Group Supervisor
(GRPS), Task Force Leader (TFL), and Crew Leader are
used in the Community Relations (CR) organization as
these positions are assigned field duties on the IAP (ICS

Forms 204).
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External Affairs Officer (EAO). The EAQO reports to the
FCO and manages all external affairs elements. The EAO is
responsible for developing and releasing information about
the incident as approved by the FCO to the news media,
elected officials, incident personnel, and other agencies and
organizations. The EAO provides support to the FCO,
Command and General Staff involving communications with
external audiences in accordance with FCO objectives. The
EAOQ is responsible for the establishment and oversight of a
Joint Information Center (JIC). Primary duties include the
following:

a. Review Common Responsibilities (see Chapter 2).

b. Obtain briefing from the supervisor.

c. Plan and formulate programs and procedures
governing information dissemination functions.

d. Oversee strategic communication planning and
implementation.

e. Establish criteria on information release.

f.  Supervise assigned personnel.

g. Develop materials for use in briefings and arrange
tours, interviews, and briefings.

h. Participate in Incident Action Planning meetings.

i.  Maintain the External Affairs Activity log.

j.  Meet with federal and state congressional staff and
state and local officials on FEMA activities and
programs.

k. Direct and oversee public information,
congressional, intergovernmental, private sector,
and CR programs.

I.  Review material before FCO approval for
publication or release to the media.

m. Oversee the development of speeches and talking
points.

n. Document in writing all significant decisions and
facts relative to your activities on the incident.

o. Ensure Job Hazard Analyses are performed for
each task assigned and that each identified hazard
is properly communicated and corrected.
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Ensure assigned personnel are provided with safe
and healthful work environments free of identified
hazards.

Ensure all occupational safety and health incidents
are properly reported and recorded in accordance
with statutory requirements and in collaboration with
the SOFR.

Assistant External Affairs Officer (AEIC) Joint
Information Center. The AEIC reports to the EAO and is
responsible for releasing information about the incident to the
news media, incident personnel, and other appropriate
agencies and organizations. The AEIC establishes and
manages the JIC with the other UCG PIOs.

Primary duties include the following:

a.
b.
c.

Review Common Responsibilities (see Chapter 2).
Obtain an initial briefing from the supervisor.
Determine from the EAO any limits on information
release.

Conduct public information activities, such as
gathering incident information, coordinating and
conducting media interviews, conducting news
conferences and briefings, developing media
dissemination plans, and coordinating programs.
Establish and manage a JIC as directed by the
AEO.

Maintain a close working relationship with the
state’s and other UCG lead PIOs.

Establish and maintain relationships with outside
groups to ensure communication and understanding
of programs and goals.

Ensure that field PIOs work cooperatively with
operations personnel.

Write and prepare information materials designed to
reach the targeted audience.

Develop material for and conduct media briefings.
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Arrange for tours and other interviews or briefings
that may be required.

Obtain and input media information that may be
useful to incident planning.

Supervise assigned personnel.

Participate in planning meetings, when requested.
Document in writing all significant decisions and
facts relative to your activities on the incident.
Oversee all broadcast operations activities involving
satellite transmissions for information dissemination
purposes.

Coordinate all social media activities.

Develop a list of authorized media spokespersons
with the EAO and provide media training if
necessary.

Contact the other AEAOs to assess special
information requirements and/or political
sensitivities.

Notify other federal, state, and voluntary agencies
that the JIC is being established and create a
contact list.

Coordinate to ensure that the JIC is staffed with
personnel from appropriate federal, state, and
voluntary agencies (e.g., American Red Cross,
Army Corps of Engineers, Small Business
Administration, Environmental Protection Agency,
Department of Labor).

Refer requests for interviews from national media to
the EAO and HQ Public Affairs Office and report all
contacts with networks or national media.

Manage the response to sensitive or potentially
controversial information.

Share information on trends, issues, demographics,
politics, and recurring questions posed by the
media.

Facilitate news conferences, editorial board
meetings, and other meetings, as needed.
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Seek information from the AEAO-CR on
demographics in the disaster area (multilingual,
multicultural, and special populations) when
targeting messages to disaster victims.

Joint Information Center Field Manager (JIMG). The JIMG
reports to the AEIC and coordinates activities with other
federal, state, and local counterparts with the primary
responsibility of overseeing media relations staff in the field
as opposed to the JFO. Primary duties include the following:

a.

b.

C.

Develop field strategy for reaching all media outlets
in a proactively and strategically.

Supply all field staff with the latest produced
information and the latest strategic messaging.
Gather and summarize field reports with an
emphasis on developing issues to be used to help
develop strategic messaging.

Broadcast Manager (BDMG). The BDMG reports to the
AEIC and ensures that imagery and video products are
captured, processed, collected, and distributed in a timely
manner. Primary duties include the following:

a.

Develop public service campaigns, video
documentation, special productions, remote live
interview feeds, and logistical support for public
meetings and presentations.

Oversee all contract work involving satellite trucks
and services.

Photography and Video Manager (PVMG). The PVMG
reports to the AEIC and provides still photography
documentation of the response to support print and Internet
media needs. Primary duties include the following:
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a. Maintain a photographic database of photos
involving the specific event for utilization by any and
all entities in the JFO.

Assistant External Affairs Officer—-Planning and Products
(AEPP). The AEPP reports to the EAO and is responsible for
planning and product development to ensure the timely
delivery of information, including anticipating events and
processes, determining appropriate messaging, and
developing written materials. Primary duties include the
following:

a. Review Common Responsibilities (see Chapter 2).

b. Obtain an initial briefing from the supervisor.

c. Consult with the EAO and state counterparts to
assess the scope of the disaster and relevant
External Affairs issues.

d. Coordinate with Command and General staff and
program personnel to obtain information on
programs, initiatives, policies, and goals.

e. Obtain EAO/FCO approval of media releases.

f.  Maintain current information summaries and/or
displays on the incident and provide information on
the status of the incident to assigned personnel.

g. Develop a daily communications summary for
internal distribution

h. Determine the appropriate number of liaisons
needed and assign those immediately to begin a
flow of information from operations.

i. Develop strategic planning and messaging in
coordination with liaisons and other AEAOs.

j.  Establish translation procedures for all written
documents as needed.

k. Develop content and maintain information
placement on FEMA.gov, disasterhelp.gov, and any
other websites that we are responsible for
supporting.
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Establish a future issues timeline to anticipate
events and processes that typically occur for
planning purposes.

Develop a written weekly External Affairs plan,
including daily messages, media events, and
editorial products.

Maintain a close relationship with and coordinate
information dissemination with the state’s lead PIO
and PIOs from other federal, state, local, and
voluntary agencies.

Attend staff meetings that could impact public
opinion.

Develop and distribute products, such as new
clippings, news releases, fact sheets, and fliers.
Determine appropriate messaging for issues.
Coordinate with other AEAOs.

Supervise assigned personnel.

Document in writing all significant decisions and
facts relative to your activities on the incident.

Assistant External Affairs Officer-Congressional

(AEAC). The AEAC reports to the EAO and is responsible for
developing and coordinating congressional and other
governmental relations strategies to provide information and
build relationships with constituencies involved in agency
disaster response and recovery programs and activities.
Primary duties include the following:

a.
b.
c.

g.

Review Common Responsibilities (see Chapter 2).
Obtain an initial briefing from the supervisor.
Develop a specific strategy and plan for the
handling of congressional activities.

Supervise assigned personnel.

Establish contact with congressional offices
representing affected areas to provide information
and develop relationships.

Advise the FCO and staff of congressional needs,
concerns, and issues.

Organize and conduct congressional briefings.
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Arrange for incident site visits for members of
Congress and their staffs.

Develop appropriate responses to issues and
ques