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This edition of NFPA 1026, Standard for Incident Management Personnel Professional Qualifications,
was prepared by the Technical Committee on Incident Management Professional Qualifications
and released by the Technical Correlating Committee on Professional Qualifications. It was issued
by the Standards Council on May 30, 2008, with an effective date of July 18, 2008.

This edition of NFPA 1026 was approved as an American National Standard on July 18, 2008.

Origin and Development of NFPA 1026
In 1972, the Joint Council of National Fire Service Organizations (JCNFSO) created the

National Professional Qualifications Board (NPQB) for the Fire Service to facilitate the devel-
opment of nationally applicable performance standards for uniformed fire service personnel.
On December 14, 1972, the Board established four technical committees to develop those
standards using the National Fire Protection Association (NFPA) standards-making system.
The initial committees addressed the following career areas: fire fighter, fire officer, fire
service instructor, and fire inspector and investigator.

The original concept of the professional qualification standards, as directed by the JCNFSO
and the NPQB, was to develop an interrelated set of performance standards specifically for the fire
service. The various levels of achievement in the standards were to build upon each other within a
strictly defined career ladder. In the late 1980s, revisions of the standards recognized that the
documents should stand upon their own merit in terms of job performance requirements for a
given field. Accordingly, the strict career ladder concept was abandoned, except for the progres-
sion from fire fighter to fire officer. The later revisions, therefore, facilitated the use of the docu-
ments by other than the uniformed fire services.

On August 1, 2000, a letter was sent to the NFPA Standards Council from the National Fire
Service Incident Management System Consortium requesting that they explore the possibility
of developing a professional qualifications standard for fire service personnel assigned to
perform specific roles within an incident management system. This information was for-
warded to the Professional Qualifications Correlating Committee to submit a recommenda-
tion on the request.

The Technical Correlating Committee met in November 2001 with the representative
from the National Fire Service Incident Management System Consortium to discuss the per-
ceived need for the project. They established an Incident Management System Task Group to
meet in San Diego in February 2002 to solicit input on the need for and scope of a project.

This task group reported that there was significant interest in achieving some form of
credentialing or certifications on the part of the Federal Emergency Management Agency
and the International Association of Fire Chiefs. This report was sent to the NFPA Standards
Council. The Standards Council approved this new project at their July 2003 meeting. The
scope of the 2009 edition of this document is to identify the minimum job performance
requirements for personnel performing roles within an all-hazard incident management sys-
tem. It is the intent of the committee that individuals meeting this standard for a specific
position will also meet the NIMS ICS Core Competencies for that position, and that individu-
als meeting the NIMS ICS Core Competencies for a specific position will also meet the re-
quirement of this standard for that position.
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IMPORTANT NOTE: This NFPA document is made available for
use subject to important notices and legal disclaimers. These notices
and disclaimers appear in all publications containing this document
and may be found under the heading “Important Notices and Dis-
claimers Concerning NFPA Documents.” They can also be obtained
on request from NFPA or viewed at www.nfpa.org/disclaimers.

NOTICE: An asterisk (*) following the number or letter
designating a paragraph indicates that explanatory material
on the paragraph can be found in Annex A.

A reference in brackets [ ] following a section or paragraph
indicates material that has been extracted from another NFPA
document. As an aid to the user, the complete title and edition
of the source documents for extracts in mandatory sections of
the document are given in Chapter 2 and those for extracts in
informational sections are given in Annex E. Extracted text
may be edited for consistency and style and may include the
revision of internal paragraph references and other refer-
ences as appropriate. Requests for interpretations or revisions
of extracted text shall be sent to the technical committee re-
sponsible for the source document.

Information on referenced publications can be found in
Chapter 2 and Annex E.

Chapter 1 Administration

1.1 Scope. This standard shall identify the minimum job per-
formance requirements (JPRs) for personnel performing
roles within an all-hazard incident management system.

1.2 Purpose.

1.2.1 The purpose of this standard shall be to specify mini-
mum job performance requirements for personnel perform-
ing roles within an all-hazard incident management system.

1.2.2 It shall not be the intent of this standard to restrict any
jurisdiction from exceeding these requirements.

1.3 General.

1.3.1 The job performance requirements shall be accom-
plished in accordance with the requirements of the authority
having jurisdiction; NFPA 1500, Standard on Fire Department Oc-
cupational Safety and Health Program; and NFPA 1561, Standard
on Emergency Services Incident Management System

1.3.2* It shall not be required that the job performance re-
quirements be mastered in the order they appear. The author-
ity having jurisdiction (AHJ) shall establish instructional prior-
ity and the training program content to prepare individuals to
meet the job performance requirements of this standard.

1.3.3* Performance of each requirement of this standard shall
be evaluated by individuals approved by the AHJ.

1.3.4* The AHJ shall establish a specific qualification process
that identifies the steps to prepare a candidate for qualifica-
tion at the level the candidate will be expected to perform
under the auspices of that jurisdiction and to prepare the can-
didate in a manner consistent and compatible with the Na-
tional Incident Management System (NIMS).

1.3.5* Prior to being certified at any incident management
position contained in this standard, the candidate shall meet
the general knowledge and skill requirements and the job per-
formance requirements of the pertinent chapter of this stan-
dard at the typing level necessary to function safely at the kind
and type(s) of incident or planned event at which the candi-
date would operate.

1.3.6* The job performance requirements in this standard are
consistent with the Incident Command System (ICS) Core
Competencies published as part of the NIMS.

1.3.7 Wherever in this standard the terms rules, regulations,
procedures, supplies, apparatus, and equipment are referred to, it is
implied that they are those of the AHJ.

1.4 Units.

1.4.1 In this standard, values for measurement shall be fol-
lowed by an equivalent in SI units, but only the first stated
value shall be regarded as the requirement.

1.4.2 Equivalent values in SI units shall not be considered
as the requirement, as these values can be approximate. (See
Table 1.4.2.)

Chapter 2 Referenced Publications

2.1 General. The documents or portions of thereof listed in
this chapter are referenced within this standard and shall be
considered part of the requirements of this document.

2.2 NFPA Publications. National Fire Protection Association,
1 Batterymarch Park, Quincy, MA 02169-7471.

NFPA 1500, Standard on Fire Department Occupational Safety
and Health Program, 2007 edition.

NFPA 1561, Standard on Emergency Services Incident Manage-
ment System, 2008 edition.

2.3 Other Publications.

Homeland Security Presidential Directive-5 (HSPD-5), National
Incident Management System, United States Department of
Homeland Security

Merriam-Webster’s Collegiate Dictionary, 11th edition, Merriam-
Webster, Inc., Springfield, MA, 2003.

National Response Framework, United States Department
of Homeland Security, Washington, DC, 2004

Table 1.4.2 SI Conversions

Quantity
U.S. Unit/

Symbol
SI Unit/
Symbol Conversion Factor

Length inch (in.) millimeter
(mm)

1 in. = 25.4 mm

foot (ft) meter (m) 1 ft = 0.305 m
Area square foot

(ft2)
square meter

(m2)
1 ft2 = 0.0929 m2

1026–7REFERENCED PUBLICATIONS

2009 Edition



2.4 References for Extracts in Mandatory Sections.
NFPA 1000, Standard for Fire Service Professional Qualifications

Accreditation and Certification Systems, 2006 edition.
NFPA 1031, Standard for Professional Qualifications for Fire In-

spector and Plan Examiner, 2009 edition.
NFPA 1051, Standard for Wildland Fire Fighter Professional

Qualifications, 2007 edition.
NFPA 1081, Standard for Industrial Fire Brigade Member Profes-

sional Qualifications, 2007 edition.
NFPA 1143, Standard for Wildland Fire Management, 2009 edi-

tion.
NFPA 1561, Standard on Emergency Services Incident Manage-

ment System, 2008 edition.

Chapter 3 Definitions

3.1* General. The definitions contained in this chapter shall
apply to the terms used in this standard. Where terms are not
defined in this chapter or within another chapter, they shall
be defined using their ordinarily accepted meanings within
the context in which they are used. Merriam-Webster’s Collegiate
Dictionary, 11th edition, shall be the source for the ordinarily
accepted meaning.

3.2 NFPA Official Definitions.

3.2.1* Approved. Acceptable to the authority having jurisdic-
tion.

3.2.2* Authority Having Jurisdiction. An organization, office,
or individual responsible for enforcing the requirements of a
code or standard, or for approving equipment, materials, an
installation, or a procedure.

3.2.3* Listed. Equipment, materials, or services included in a
list published by an organization that is acceptable to the author-
ity having jurisdiction and concerned with evaluation of products
or services, that maintains periodic inspection of production of
listed equipment or materials or periodic evaluation of services,
and whose listing states that either the equipment, material, or
service meets appropriate designated standards or has been
tested and found suitable for a specified purpose.

3.2.4 Standard. A document, the main text of which contains
only mandatory provisions using the word “shall” to indicate
requirements and which is in a form generally suitable for
mandatory reference by another standard or code or for adop-
tion into law. Nonmandatory provisions shall be located in an
appendix or annex, footnote, or fine-print note and are not to
be considered a part of the requirements of a standard.

3.3 General Definitions.

3.3.1* Agency. A division of government with a specific func-
tion offering a particular kind of assistance.

3.3.2 Agency Executive or Administrator. A chief executive
officer (or designee) of an agency or jurisdiction that has re-
sponsibility for the incident or planned event.

3.3.3 All Hazard. Any incident or event, natural or human-
caused, that warrants action to protect life, property, environ-
ment, public health, or safety, and to minimize disruption of
government, social, or economic activities.

3.3.4* Area Command (Unified Area Command). Area Com-
mand is either to oversee the management of multiple inci-
dents that are each being handled by a separate ICS organiza-

tion or to oversee the management of a very large or complex
incident that has multiple incident management teams en-
gaged or a large planned event.

3.3.5 Assigned Resources. Resources that are checked in and
assigned to work tasks on an incident.

3.3.6 Assignments. Tasks given to resources to perform
within a given operational period that are based on opera-
tional objectives defined in the Incident Action Plan (IAP).

3.3.7* Assistant. Title for subordinates of the Command Staff
positions.

3.3.8 Assisting Agency. An agency or organization providing
personnel, services, or other resources to the agency that has
direct responsibility for incident management. See also 3.3.21,
Cooperating Agency.

3.3.9 Available Resources. Resources assigned to an incident
or planned event, checked in, and available for a mission as-
signment, normally located in a staging area.

3.3.10* Base. That location at which the primary logistics
functions are coordinated and administered.

3.3.11* Branch. The organizational level having functional,
geographical, or jurisdictional responsibility for major aspects
of incident operations.

3.3.12 Camp. A geographical site, within the general incident
area, separate from the base, equipped and staffed to provide
food, water, and sanitary services to incident personnel.

3.3.13* Check-In. The process whereby resources first report
to an incident.

3.3.14 Chief. Incident Command System title for individuals
responsible for command of the functional sections: opera-
tions, planning, logistics, and finance/administration.

3.3.15 Command. The act of directing and/or controlling
resources by virtue of explicit legal, agency, or delegated au-
thority.

3.3.16* Command Staff. In an incident management organi-
zation, positions consisting of the Incident Commander, Pub-
lic Information Officer, Safety Officer, Liaison Officer, and
other positions as required.

3.3.17 Communications Unit. Functional unit within the ser-
vice branch of the logistics section is responsible for the incident
communications plan, the installation and repair of communica-
tions equipment, and operation of the incident communications
center; also, a vehicle (trailer or mobile van) used to provide the
major part of an incident communications center.

3.3.18 Company. A ground vehicle providing specified
equipment capability and personnel (engine company, truck
company, rescue company, etc.).

3.3.19 Company Officer. The individual responsible for
command of a company, a designation not specific to any par-
ticular fire department rank (can be a fire fighter, lieutenant,
captain, or chief officer, if responsible for command of a
single company).

3.3.20 Compensation/Claims Unit. Functional unit within
the finance/administrative section responsible for financial
concerns resulting from injuries or fatalities at incident.

3.3.21 Cooperating Agency. An agency supplying assistance
other than direct suppression, rescue, support, or service
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functions to the incident management efforts (Red Cross, law
enforcement agency, telephone company, etc.).

3.3.22 Cost Unit. Functional unit within the finance/
administration section responsible for tracking costs, analyz-
ing cost data, making cost estimates, and recommending cost-
saving measures.

3.3.23 Demobilization Unit. Functional unit within the plan-
ning section responsible for ensuring orderly, safe, efficient
demobilization of resources committed to the incident or
planned event.

3.3.24* Deputy. A fully qualified individual who, in the absence
of a superior, could be delegated the authority to manage a func-
tional operation or perform a specific task. [1561, 2008]

3.3.25 Director. Incident Command System title for indi-
vidual responsible for supervision of a branch.

3.3.26 Dispatch Center. A facility from which resources are
directly assigned to an incident or planned event.

3.3.27* Division. That organizational level having responsi-
bility for operations within a defined geographic area.

3.3.28 Documentation Unit. Functional unit within the plan-
ning section responsible for recording/protecting all docu-
ments relevant to the incident or planned event.

3.3.29* Facilities Unit. Functional unit within the support
branch of the logistics section providing fixed facilities for the
incident or planned event.

3.3.30 Finance/Administration Section. Section responsible
for all costs and financial actions of the incident or planned
event, including the time unit, procurement unit,
compensation/claims unit, and the cost unit.

3.3.31 Food Unit. Functional unit within the service branch
of the logistics section responsible for providing meals for per-
sonnel involved with an incident or planned event.

3.3.32 General Staff. A group of incident management per-
sonnel organized according to function and reporting to the
Incident Commander, normally consisting of the operations
section chief, planning section chief, logistics section chief,
and finance/administration section chief.

3.3.33 Ground Support Unit. Functional unit within the sup-
port branch of the logistics section responsible for fueling/
maintaining/repairing vehicles and transporting of personnel
and supplies.

3.3.34* Group. Established to divide the incident manage-
ment structure into functional assignments of operation. (See
also , 3.3.27 Division.)

3.3.35 HIPAA. Health Insurance Portability and Account-
ability Act of 1996, a U.S. federal law that regulates all informa-
tion pertinent to health matters.

3.3.36 Incident. An occurrence, either human-caused or a
natural phenomenon, that requires action or support by emer-
gency services personnel to prevent or minimize loss of life or
damage to property and/or natural resources. [1143, 2009]

3.3.37* Incident Action Plan (IAP). A verbal or written plan
containing incident objectives reflecting the overall strategy
and specific control actions where appropriate for managing
an incident or planned event.

3.3.38* Incident Command System (ICS). A standardized on-
scene emergency management construct specifically designed
to provide for the adoption of an integrated organizational
structure that reflects the complexity and demands of single
or multiple incidents, without being hindered by jurisdic-
tional boundaries.

3.3.39* Incident Commander (IC). The individual responsible
for all incident activities, including the development of strategies
and tactics and the ordering and release of resources.

3.3.40 Incident Command Post (ICP). The field location at
which the primary tactical-level, on-scene incident command
functions are performed.

3.3.41* Incident Management Team (IMT). The Incident
Commander and other incident management personnel as-
signed to an incident or planned event.

3.3.42 Incident Objectives. Statements of guidance and di-
rection that are achievable, measurable, and necessary for the
selection of appropriate strategy(ies) and the tactical direc-
tion of resources.

3.3.43 Initial Action. The actions taken by those responders
first to arrive at an incident site.

3.3.44 Job Performance Requirement (JPR). A statement that
describes a specific job task, lists the items necessary to com-
plete the task, and defines measurable or observable out-
comes and evaluation areas for the specific task. [1000, 2006]

3.3.45 Leader. The individual responsible for command of a
task force, strike team, or functional unit.

3.3.46 Liaison Officer. A member of the command staff, the
point of contact for assisting or coordinating agencies.

3.3.47 Logistics Section. Section responsible for providing
facilities, services, and materials for the incident or planned
event, including the communications unit, medical unit, and
food unit within the service branch and the supply unit, facili-
ties unit, and ground support unit within the support branch.

3.3.48* Medical Unit. Functional unit within the service
branch of the logistics section responsible for providing emer-
gency medical treatment of emergency personnel.

3.3.49* Multi-Agency Coordination Systems (MACS). Systems
that provide the architecture to support coordination for inci-
dent prioritization, critical resource allocation, communica-
tions systems integration, and information coordination.

3.3.50* Multi-Jurisdictional Incident. An incident requiring
action from multiple agencies that each have jurisdiction to
manage certain aspects of an incident or planned event.

3.3.51 Mutual Aid Agreement. Written agreement between
agencies and/or jurisdictions that they will assist one another
on request, by furnishing personnel, equipment, and/or ex-
pertise in a specified manner.

3.3.52* National Incident Management System (NIMS). A sys-
tem mandated by Homeland Security Presidential Directive-5
(HSPD-5) that provides a systematic, proactive approach guid-
ing government agencies at all levels, the private sector, and
nongovernmental organizations to work seamlessly to prepare
for, prevent, respond to, recover from, and mitigate the effects
of incidents, regardless of cause, size, location, or complexity,
in order to reduce the loss of life or property and harm to the
environment.
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3.3.53 National Response Framework. A guide to how the
nation conducts all-hazards incident management.

3.3.54 Officer. The command staff positions of safety, liai-
son, and public information.

3.3.55* Operational Period. The time scheduled for execut-
ing a given set of operation actions, as specified in the Inci-
dent Action Plan.

3.3.56 Operations Section. Section responsible for all tacti-
cal operations at the incident or planned event, including up
to 5 branches, 25 divisions/groups, and 125 single resources,
task forces, or strike teams.

3.3.57 Organization. Any governmental, private sector, or
non-governmental association or group of persons with like
objectives.

3.3.58 Personal Protective Equipment (PPE). Full personal
protective clothing, plus a self-contained breathing apparatus
(SCBA) and a personal alert safety system (PASS) device.

3.3.59* Personnel Accountability. The ability to account for
the location and welfare of incident personnel.

3.3.60 Personnel Accountability Reports (PARs). Periodic re-
ports verifying the status of responders assigned to an incident
or planned event.

3.3.61* Planning Meeting. A meeting held as needed prior to
and throughout the duration of an incident or planned event
to select specific strategies and tactics for incident control op-
erations and for service and support planning.

3.3.62* Planned Event. An occurrence that allows for the de-
velopment of an Incident Action Plan prior to the occurrence.

3.3.63* Planning Section. Section responsible for the collec-
tion, evaluation, dissemination, and use of information related to
the incident situation, resource status, and incident forecast.

3.3.64 Procedure. The series of actions, conducted in an ap-
proved manner and sequence, designed to achieve an in-
tended outcome. [1081, 2007]

3.3.65 Procurement Unit. A functional unit within the
finance/administration section responsible for financial mat-
ters involving vendors.

3.3.66 Public Information Officer. A member of the com-
mand staff responsible for interfacing with the public and me-
dia or with other agencies with incident-related information
requirements.

3.3.67* Reporting Locations. Any one of six facilities/
locations where incident-assigned resources can check in.

3.3.68 Requisite Knowledge. Fundamental knowledge one
must have in order to perform a specific task. [1031, 2009]

3.3.69 Requisite Skills. The essential skills one must have in
order to perform a specific task. [1031, 2009]

3.3.70 Resource Unit. Functional unit within the planning
section responsible for recording the status and accounting
for resources committed to incident as well as evaluation of
resources currently committed, resources responding to the
incident, and anticipated resource needs.

3.3.71* Resources. Personnel and major items of equipment,
supplies, and facilities available or potentially available for assign-
ment to incident operations and for which status is maintained.

3.3.72* Resource Management. Under the NIMS, includes
mutual-aid agreements; the use of special federal, state, local,
and tribal teams; and resource mobilization protocols.

3.3.73* Responder Rehabilitation. The function and location
that include medical evaluation and treatment, food and fluid
replenishment, and relief from extreme climatic conditions
for emergency responders, according to the circumstances of
the incident.

3.3.74* Safety Officer. A member of the command staff re-
sponsible for monitoring and assessing safety hazards or un-
safe situations and for developing measures for ensuring per-
sonnel safety.

3.3.75* Section. The organization level having functional re-
sponsibility for primary segments of incident operations such as
operations, planning, logistics, and finance/administration.

3.3.76 Section Chief. Title that refers to a member of the gen-
eral staff (Planning Section Chief, Operations Section Chief,
Finance/Administration Section Chief, Logistics Section Chief).

3.3.77 Service Branch. A branch within the logistics section
responsible for service activities at an incident or planned
event, including the communications unit, medical unit, and
food unit.

3.3.78 Single Resource. An individual, a piece of equipment
and its personnel, or a crew or team of individuals with an
identified supervisor that can be used on an incident or
planned event.

3.3.79 Situation Unit. Functional unit within the planning
section responsible for analysis of a situation as it progresses;
reports to planning section chief.

3.3.80* Staging Area. Location established where resources
can be placed while they await a tactical assignment.

3.3.81 Stakeholders. Any person, group, or organization af-
fected by and having a vested interest in the incident and/or
the response operation.

3.3.82 Strategy. The general plan or direction selected to
accomplish incident objectives.

3.3.83* Strategic. Elements of incident management charac-
terized by continuous long-term, high-level planning by orga-
nizations headed by elected or other senior officials.

3.3.84 Strike Team. Specified combinations of the same kind
and type of resources, with common communications and a
leader. [1051, 2007]

3.3.85 Supervisor. The individual responsible for a division
or group.

3.3.86 Supply Unit. Functional unit within the support
branch of the logistics section responsible for ordering equip-
ment and supplies required for incident operations.

3.3.87 Support Branch. A branch within the logistics section
responsible for providing the personnel, equipment, and sup-
plies to support incident operations, including the supply
unit, facilities unit, and ground support unit.

3.3.88 Tactics. Deploying and directing resources on an in-
cident to accomplish the objectives designated by strategy.
[1051, 2007]

3.3.89 Tasks. Specific directions given to companies for the
purpose of meeting tactical-level requirements.
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3.3.90* Task Force. A group of resources with common com-
munications and a leader that can be pre-established and sent
to an incident or planned event or formed at an incident or
planned event.

3.3.91 Team. Two or more individuals who have been as-
signed a common task and are in communication with each
other, coordinate their activities as a work group, and support
the safety of one another.

3.3.92* Technical Specialists. Personnel with special skills who
are activated only when needed.

3.3.93 Time Unit. A functional unit within the finance/
administration section responsible for record keeping of time
for personnel working an incident or planned event.

3.3.94 Transfer of Command. The formal procedure for
transferring the duties of an Incident Commander at an inci-
dent scene.

3.3.95 Unified Area Command. A command established
where incidents under an area command are multi-agency or
-jurisdictional. (See also 3.3.4, Area Command.)

3.3.96* Unified Command. A team effort that allows all agen-
cies with jurisdictional responsibility for an incident or
planned event, either geographical or functional, to manage
the incident or planned event by establishing a common set of
incident objectives and strategies.

3.3.97 Unit. The organizational element having functional
responsibility for a specific incident operations, planning, lo-
gistics, or finance/administration activity.

3.3.98* Unit Log. A recording of activities within a specified
portion of the incident command structure.

3.3.99* Unity of Command. The concept by which each per-
son within an organization reports to one and only one desig-
nated person.

Chapter 4 Incident Commander

4.1 General.

4.1.1* For qualification at the Incident Commander (IC)
level, the candidate shall meet the general knowledge require-
ments in 4.1.1.1, the general skill requirements in 4.1.1.2, and
the job performance requirements (JPRs) defined in Sec-
tions 4.2 through 4.4.

4.1.1.1 General Knowledge Requirements. The importance of
command presence to an IC, familiarity with the National Re-
sponse Framework and how it relates to the role of IC, knowledge
of the National Incident Management System (NIMS) and the
Incident Command System (ICS), and knowledge of procedures
for stopping unsafe or incorrect acts or operations.

4.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns; evaluating mate-
rial resource needs; recognizing the need for supplemental tech-
nical knowledge; and anticipating hazards, taking action in a pro-
active manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

4.2* Assume, Transfer, and Receive Command. This duty shall
involve assuming initial command of an incident or planned
event, preparing to transfer command to a later arriving of-

ficer, and receiving command during an established incident
or planned event, according to the job performance require-
ments of 4.2.1 through 4.2.3.

4.2.1 Assume initial command of an incident or planned
event, given an incident or planned event, a tactical command
worksheet or other documentation, a radio, assigned re-
sources, and the NIMS-ICS, so that the incident conditions are
accurately assessed, the safety of all responders is ensured, a
detailed size-up report is transmitted, an appropriate initial
Incident Action Plan (IAP) is developed, resources are as-
signed according to the plan, and the person assuming com-
mand and his or her location are identified.

(A) Requisite Knowledge. Agency standard operating proce-
dures, responsibilities and authority of the IC, command staff
and other personnel under NIMS-ICS, elements of the Na-
tional Response Framework, correct strategies and tactics for
various types of incidents, elements of a correct size-up report,
applicable locations for an incident command post, safety fac-
tors and considerations involved with incident operations, ca-
pabilities of resources assigned to an incident or planned
event, various command documentation used by the AHJ, and
principles of unified command.

(B) Requisite Skills. Analyzing incident conditions and devel-
oping a plan of action, transmitting an accurate size-up report,
filling out incident worksheets and documentation, selecting
a command post location, setting up a functional command
post, delegating responsibilities to other responders, coordi-
nating operations with other response disciplines, and operat-
ing incident communications equipment.

4.2.2 Assume command of an established incident scene, given
an incident or planned event, an initial action plan, transition
documents, incident documentation, resources assigned to the
incident or planned event, NIMS-ICS, and incident command
and communications equipment and facilities, so that situational
awareness is maintained, information is exchanged with the out-
going IC, team roles and relationships are assessed and defined,
resource capabilities and relationships are assessed, coordination
of jurisdictions and boundaries of agencies are defined and
maintained, communications with personnel and stakeholders
are established, incident objectives are communicated to inter-
nal and external stakeholders, and safety and accountability sys-
tems are implemented.

(A) Requisite Knowledge. Agency standard operating proce-
dures, responsibilities and authority of the IC, command staff,
and other personnel under NIMS-ICS; elements of the National
Response Framework; applicable strategies and tactics for various
types of incidents; capabilities of resources assigned to an inci-
dent or planned event; various command documentation used
by the AHJ; principles of unified command; and procedures for
transferring command.

(B) Requisite Skills. Conducting transfer of command meet-
ings, analyzing incident situations and predicting future con-
ditions, filling out incident worksheets and documentation,
coordinating operations with other response disciplines, orga-
nizing large quantities of resources within an expanding ICS
structure, operating incident communications equipment,
and delegating responsibilities to other responders.

4.2.3 Manage the transfer of command at an incident or
planned event, given an incident or planned event, an estab-
lished command structure, an IAP, current situation status, inci-
dent resources, a command post, incident documentation, and
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communications equipment, so that incident information is ex-
changed, reports and plans for the subsequent operational pe-
riod are completed, the new IC is fully briefed on the incident or
planned event, and the new Incident Management Team mem-
bers are identified to all personnel and stakeholders.

(A) Requisite Knowledge. Who are the affected internal and
external stakeholders at an incident or planned event, trans-
fer of command procedures, and knowledge of how an inci-
dent management team functions, agency standard operating
procedures, responsibilities and authority of the IC, command
staff and other personnel under NIMS-ICS, elements of the
National Response Framework, appropriate strategies and tac-
tics for various types of incidents, capabilities of resources as-
signed to an incident, various command documentation used
by the AHJ, principles of unified command, and identification
of affected stakeholders.

(B) Requisite Skills. Completing ICS forms, developing and
reading incident scene maps, recognizing the need to expand
and/or transfer command in the ICS structure, reviewing and
understanding documents used for transfer of command and
identifying affected stakeholders and determining perceived
needs.

4.3 Communications. This duty shall involve establishing and
managing communications systems in the rapidly changing,
high-risk environment of an incident or planned event, ac-
cording to the JPRs of 4.3.1.

4.3.1 Communicate relevant information to internal and ex-
ternal stakeholders, given an incident or planned event, com-
munications equipment, and internal and external stakehold-
ers, so that key transition documents are reviewed, support
staff duties are delegated, incoming resources and section
chiefs are briefed, hazardous situations are communicated,
and incident objectives are validated and revised.

(A) Requisite Knowledge. Who are the affected internal and
external stakeholders at an incident or planned event, AHJ
standard operating procedures for communications, proce-
dures for establishing communications systems, sources for
communications equipment and technical assistance, the dif-
ference between relevant and irrelevant information, and
communications protocols.

(B) Requisite Skills. Identifying stakeholders and their per-
ceived needs; communicating well, both verbally and in writ-
ing; completing ICS forms and documentation; and managing
communications operations.

4.4 Management and Administration. This duty shall involve
developing, managing, and administrating an incident man-
agement structure, as well as making effective decisions, in the
rapidly changing, high-risk environment of an incident or
planned event, according to the JPRs of 4.4.1 through 4.4.8.

4.4.1* Develop and manage an incident management organi-
zation capable of accomplishing strategic objectives, given an
incident or planned event, incident status information, ICS
forms and documentation, situational awareness, a communi-
cations system, incident resources and an IAP, so that an ICS
organization is established and maintained; applicable span of
control is maintained through the use of Division/Group Su-
pervisors, Branch Directors, and the Operations Section Chief
positions; resources and personnel cooperating in incident
objectives are obtained and managed effectively; adjustments
are made to the command structure when necessary; and the

command structure remains in place until the incident or
planned event is terminated.

(A) Requisite Knowledge. NIMS, ICS, ICS forms and docu-
mentation; unity of command; procedures for ordering re-
sources specific to the AHJ; communications protocols; kinds
and types of resources available to the AHJ; resource manage-
ment techniques, roles, and responsibilities; and authority of
responders and response agencies available to the AHJ.

(B) Requisite Skills. Completing ICS forms and documenta-
tion, operating incident communications equipment, deploy-
ing applicable resources for incident-specific functions, and
determining changing incident situations and matching the
ICS structure and resources to meet them.

4.4.2 Conduct a situational analysis, given an incident or
planned event and event- or incident-related information, so that
incident life safety risks, environmental risks, and property risks
are assessed, and a clear situational picture is obtained.

(A) Requisite Knowledge. Applicable strategies and tactics
for various types of incidents, safety factors and considerations
for incident operations, and variables and conditions that af-
fect incident outcomes.

(B) Requisite Skills. Performing a size-up and interpreting
incident information for the purpose of verifying the effective-
ness, applicability, and safety of the size-up.

4.4.3 Develop an IAP, including a safety plan component, given
an incident or planned event, a situational analysis of the inci-
dent or planned event, assigned resources, and ICS forms and
documentation, so that strategic objectives are defined and com-
municated, the incident command structure is adjusted as neces-
sary, resources are deployed in order to meet the goals of the
plan, and the plan is documented in writing in the format estab-
lished by the AHJ.

(A) Requisite Knowledge. NIMS, ICS, jurisdictional authority
and boundaries, scope of responsibility for the IC and in-
volved agencies, roles of various people and resources within
the ICS, and safety considerations for incident operations.

(B) Requisite Skills. Making effective decisions, conducting
a size-up or analysis of incident conditions, using applicable
ICS forms and documentation, prioritizing needs and ac-
tions based on rapidly changing conditions, and developing
an incident safety plan.

4.4.4 Acquire workspace and resources to perform assigned
duties in coordination with facilities and supply units, given an
incident or planned event and the duties of the IC, so that a
functional workspace is established and the resources neces-
sary to command the incident are acquired and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the IC, incident command responsibilities and capabili-
ties, ICS forms, types of information sources, documentation
methods and requirements, and communications methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, using assessment skills to determine resource needs
of the branch, collecting and organizing information, and as-
sessing workspace and resource requirements.

4.4.5 Manage the workflow process and set time schedules to
accomplish duties assigned at an incident or planned event,
given an incident or planned event and duties assigned to the
IC, so that procedures are established for work activities, work

1026–12 INCIDENT MANAGEMENT PERSONNEL PROFESSIONAL QUALIFICATIONS

2009 Edition



schedules are established, staff resources to perform needed
tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the IC, time management requirements, man-
agement processes, types of information sources, schedule
types and display methods, and ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other inci-
dent command personnel.

4.4.6 Implement and monitor incident assignments, given
incident assignments, resources, situation status information,
and operational procedures, so that organizational entities are
established to accomplish tactical and support tasks, specific
work tasks are assigned to specific individuals, applicable span
of control is maintained, plans and/or assignments are modi-
fied as dictated by incident conditions, resource needs for the
personnel assigned are obtained, and command and general
staff are notified of changes necessary to the IAP.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span of control proce-
dures, tactics for the incident, accountability, transfer of duty
procedures.

(B) Requisite Skills. Communicating by radio and other
means and knowing accountability procedures and tactical op-
erations specific to the incident.

4.4.7 Create and implement an incident demobilization plan,
given an incident or planned event, an incident command struc-
ture, assigned resources and agency demobilization procedures,
so that staffing requirements are identified, relationships with
stakeholder organizations are maintained, life safety and ac-
countability considerations are identified, and control of the
scene is returned to the AHJ or other responsible party.

(A) Requisite Knowledge. Jurisdictional standard operating
procedures related to incident termination and demobilization.

(B) Requisite Skills. Accurately estimating the resources that
can handle the remaining functions at an incident or planned
event, using applicable ICS forms and documentation, commu-
nicating demobilization information to assigned resources, and
adjusting an IAP to meet incident demobilization needs.

4.4.8 Direct an after-action review and debriefing, given inci-
dent records and reports, documentation procedures used by
the AHJ, and personnel who were assigned to the incident or
planned event, so that the effectiveness of incident operations
is measured to improve future operations, completion of inci-
dent objectives is determined, performance evaluations are
discussed with subordinates and other participants, and after-
incident reports are prepared and submitted according to the
procedures of the AHJ.

(A) Requisite Knowledge. NIMS, ICS, purpose and operation
of an IAP, standard operating procedures of the AHJ, and inci-
dent reporting and documentation procedures used by the AHJ.

(B) Requisite Skills. Using forms, programs, and equipment
for documenting incident outcomes, conducting an after-action
meeting, recording information during the course of a meeting,
and handling people with strong or conflicting opinions.

Chapter 5 Safety Officer

5.1 General.

5.1.1* For qualification at the Safety Officer level, the candidate
shall meet the general knowledge requirements in 5.1.1.1, the
general skill requirements in 5.1.1.2, and the job performance
requirements (JPRs) defined in Sections 5.2 and 5.3.

5.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Safety Officer, knowledge of the National Incident
Management System (NIMS) and the Incident Command Sys-
tem (ICS), process of managing scene safety including recog-
nition of the types of risk that can occur at an incident or
planned event commensurate with this level of qualification,
safety and health hazards involved in emergency operations,
and personnel accountability practices.

5.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making decisions in an environ-
ment with a large number of unknowns, evaluating material re-
source needs, recognizing the need for supplemental technical
knowledge, and anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health.

5.2 Establish, Transfer, and Assume the Position of Safety
Officer. This duty shall involve establishing or assuming the
role of Safety Officer at an incident or planned event, assign-
ing Assistant Safety Officers (as required), and transferring
Safety Officer duties to another Safety Officer at the correct
time, according to the job performance requirements of 5.2.1
and 5.2.2.

5.2.1 Establish or assume the role of Safety Officer within an
ICS at an incident or planned event, given an incident or
planned event, an ICS structure, a command post, a briefing
from an Incident Commander (IC) or outgoing Safety Of-
ficer, standard operating procedures related to health and
safety, an Incident Action Plan (IAP), applicable personal pro-
tective equipment, and communications and information re-
cording equipment, so that the assignment is received and
understood; situational information about the incident or
planned event is received; incident priorities, goals, and objec-
tives are transferred; and applicable communication means
are employed.

(A) Requisite Knowledge. Understand accepted safety and
health principles, including issues such as the hierarchy of
controls, specific technical or regulatory areas pertinent to the
response, and the accepted management principles needed to
promote safety in the response environment.

(B) Requisite Skills. Prioritizing tasks, making decisions in an
environment with a large number of unknowns, evaluating
resource needs, recognizing the need for supplemental tech-
nical knowledge, and taking action in a proactive manner to
ensure responder safety and health.

5.2.2 Manage the transfer of Safety Officer duties at an inci-
dent or planned event, given an incident or planned event, an
established command structure and Safety Officer, an IAP, an
incident safety plan, a current situation status, incident re-
sources, a command post, incident documentation, and com-
munications equipment, so that incident information is ex-
changed, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident or planned
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event complexity are accounted for, the new Safety Officer is
fully briefed on the incident or planned event, and the new
Safety Officer is identified.

(A) Requisite Knowledge. Procedures for transfer of duty; in-
formation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Safety Officer within an
ICS; organizational policies and procedures for safety; account-
ability protocols; resource types and deployment methods; docu-
mentation methods and requirements; availability, capabilities,
and limitations of responders and other resources; communica-
tion problems and needs; communications requirements; opera-
tional periods for Safety Officer functions; and types of tasks and
assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting;
acquiring and documenting information and orders from the
IC; using reference materials; evaluating incident informa-
tion; managing communications; completing required ICS
and health and safety forms; recognizing the need to expand
and/or transfer the safety function in the ICS structure; re-
viewing, understanding, and conducting a transfer of duty
briefing, including the completion of the transfer documents;
and communicating in a manner such that information is
transferred and objectives are met.

5.3 Monitor and Manage Hazards at an Incident or Planned
Event. This duty shall involve monitoring incident operations
for health and safety hazards and managing those hazards ac-
cording to the JPRs of 5.3.1 through 5.3.9.

5.3.1 Develop a safety action plan that identifies corrective or
preventive actions, given an IAP that includes situation and
resource status information, an incident safety analysis form
(ICS form 215A or its equivalent), weather condition informa-
tion, special technical data (such as Material Safety Data
Sheets and topographical information, blueprints, building
drawings), and predetermined incident information, so that
safety data are obtained, an incident safety plan is developed
with coordinating documentation, elements of the plan are
incorporated in the IAP, changes in incident safety conditions
are noted and reported, judgment is offered to the IC for the
establishment of control zone(s) and exclusion zone(s), and
Assistant Safety Officers are appointed as necessary.

(A) Requisite Knowledge. Different types of technical health
and safety issues related to specific incidents; ICS processes
and procedures; the components, structure, and purpose of a
safety plan; available resources for obtaining additional safety
information; procedures for requesting and obtaining addi-
tional safety resources at an incident or planned event; strate-
gies, tactics, and tasks for performing responsibilities; and fa-
miliarity with the type of situations that require suspension of
activities at an incident or planned event scene.

(B) Requisite Skills. Conducting a hazards analysis and pri-
oritizing hazards, translating field observations into viable
written health and safety programs, interpreting IAPs, provid-
ing situation and resource status reports to glean safety and
health information, completing incident safety forms and
documentation, recognizing significant health and safety haz-
ards and associated levels of risk at an incident or planned
event and applying applicable measures to mitigate them, de-
termining the need for additional applicable health and safety
measures, conducting incident audits and comparing them to
existing standard operating procedures (SOPs) or best prac-
tices for health and safety measures, understanding and acti-
vating procedures for suspending or immediately terminating

hazardous activities at an incident site, and updating a safety
plan as incident hazards evolve or change.

5.3.2* Apply technical knowledge of safety and health, given
technical knowledge pertinent to the incident or planned event,
ICS processes and procedures, understanding of personal limita-
tions so as to enlist outside assistance when needed, an IAP, in-
cluding situation and resource status, an accident/incident
analysis form, and knowledge and experience in conducting an
incident/accident/near-miss investigation, so that the hazards at
an incident or planned event are identified and mitigated to pro-
tect responder and public safety.

(A) Requisite Knowledge. Technology and issues pertinent to
safety and health for various types of incidents to which the
Safety Officer might respond.

(B) Requisite Skills. Applying technical knowledge to practi-
cal field applications, translating concepts into actionable
plans, adapting traditional control measures and/or develop-
ing new methods to address unique situations, interpreting
statistical data and applying them to hazard control, anticipat-
ing new or evolving hazards at the incident or planned event
site, recognizing personal limits and seeking assistance as
needed, and functioning as an effective agent of the Incident
Command, recognizing hazards at an emergency scene, com-
municating hazard information to other personnel, determin-
ing methods for correcting identified health and safety haz-
ards, and recognizing personnel who are in need of
rehabilitation or critical incident stress debriefing.

5.3.3 Acquire workspace and resources to perform the as-
signed duties of the Safety Officer, given an incident or
planned event and the duties of Safety Officer, so that a func-
tional workspace is established and the resources necessary to
perform the duties are acquired and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the duties of the Safety Officer, Safety Officer responsi-
bilities and capabilities, ICS forms, types of information sources,
documentation methods and requirements, and communica-
tion methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, determining resource needs of the Safety Officer, col-
lecting and organizing information, and assessing workspace
and resource requirements.

5.3.4 Communicate an incident health and safety plan to per-
sonnel operating at an incident, given an incident, personnel
assigned to an incident, an IAP, an incident health and safety
plan (Form ICS 215A or equivalent), and communications
equipment, so that all incident personnel receive information
pertinent to health and safety, specific information on unsafe
acts and conditions are relayed, and written documentation is
completed.

(A) Requisite Knowledge. Procedures for communicating
health and safety information used by the AHJ, format used by
the AHJ for organizing and documenting a health and safety
plan, practices for effective verbal communication, techniques
to ensure reader comprehension of written material, accepted
formats used for health and safety plans, current methods to
promote a proactive safety and health program, and means to
convey information in time-constrained environments.

(B) Requisite Skills. Completing health and safety forms and
documentation, operating communications equipment, com-
municating important information to other personnel, con-
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ducting a health and safety briefing, coordinating a health
and safety plan with an IAP, addressing and correcting identi-
fied health and safety concerns, communicating verbally and
in writing, abstracting key facts from complex information,
conveying messages to personnel of widely differing back-
grounds so that they can be understood and acted upon, op-
erating communications equipment, conducting command-
level health and safety briefings, addressing questions to
ensure audience understanding, and coordinating health and
safety messages with the safety plan and IAP.

5.3.5 Identify situations affecting responder health and
safety, given the necessary technical knowledge; an IAP, situa-
tion, and resource status information; technical specialists;
material resources; and communications equipment, so that
risks to personnel are identified, reduced, or eliminated; the
AHJ’s incident standard operating guidelines (SOGs) and
SOPs are followed, hazard information is relayed to Incident
Command staff, personnel operating at the scene are moni-
tored to ensure their welfare, and health and safety policies of
the AHJ are followed by personnel.

(A) Requisite Knowledge. Technology pertinent to safety and
health for the incident type, including but not limited to, con-
fined space entry; heavy equipment operation; rigging/hoisting;
building construction; structural collapse; excavation/shoring;
use and application of personal protective equipment (PPE);
chemical, biological, radiological, and physical (e.g., noise, heat
stress) hazards; potential risks of extended work shifts (work/rest
cycles); professionally accepted procedures and tools; fire safety;
vehicle work zone safety; and applicable regulations, guidelines,
and consensus standards.

(B) Requisite Skills. Recognizing hazards at an emergency
scene; prioritizing to address on a most-critical-first basis; com-
municating hazard information to personnel directly, via the
incident safety plan, IAP, and safety briefings; determining
methods for correcting health and safety hazards; auditing
conditions to ensure policies are being followed; formulating
recommendations for Incident Command action; exercising
authority to suspend imminent danger operations; recogniz-
ing personnel who are in need of rehabilitation or critical in-
cident stress debriefing; anticipating evolving site conditions
that require program changes; and developing systems to
monitor regulatory compliance.

5.3.6 Conduct a safety and health investigation of an acci-
dent, incident, or planned event or near miss, using appli-
cable documents and techniques, so that the circumstances
surrounding it are identified, deviations from SOPs estab-
lished by the AHJ and health and safety policies are noted,
recommendations are made for preventing similar violations/
losses in the future, and all information gathered in the inves-
tigation is documented, reported, and recorded according to
policies established by the AHJ.

(A) Requisite Knowledge. Procedures for conducting, docu-
menting, recording, and reporting a safety investigation, SOPs
and health and safety policies used by the AHJ, procedures for
preserving evidence and documentation, and the technical
knowledge pertinent to the incident under investigation.

(B) Requisite Skills. Analyzing information from different
data sources; interacting with or interviewing personnel asso-
ciated with the incident, often under conditions of personal
stress; completing safety investigation documentation; identi-
fying cause(s) of injury, death, or property damage; and deter-
mining corrections to prevent similar future losses.

5.3.7 Manage the workflow process and set time schedules to
accomplish duties assigned at an incident or planned event,
given an incident or planned event and duties assigned to the
Safety Officer, so that procedures are established for work ac-
tivities, work schedules are established, staff resources to per-
form needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Safety Officer, time management require-
ments, management processes, types of information sources,
schedule types and display methods, and ICS forms and spe-
cific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other inci-
dent command personnel.

5.3.8* Stop an unsafe act or operation at an incident or planned
event, given an incident or planned event, an unsafe act or opera-
tion, an established ICS structure, and procedures for stopping
unsafe acts, so that the unsafe act or operation is halted, person-
nel are removed from danger, and the IC is notified of the halted
action.

(A) Requisite Knowledge. Conditions that warrant halting in-
cident or planned event operations, technical knowledge nec-
essary to evaluate the situation, procedures for halting unsafe
acts or operations, and procedures for notifying command of
halted operations.

(B) Requisite Skills. Recognizing dangerous conditions, con-
ducting a situation assessment quickly, making decisions, and
communicating outcome to affected personnel and Incident
Command.

5.3.9 Supervise the demobilization of the Safety Officer and
Assistant Safety Officer, if created, at an incident, given an
incident, a demobilization plan, and agency policies for the
transfer of information and records, so that demobilization
procedures are followed; time records, safety and health
records, incident accident and injury reports, health and
safety sampling results, and other documents are completed
and submitted; demobilization is coordinated with other parts
of the command structure; and all records and documenta-
tion are stored appropriately.

(A) Requisite Knowledge. Nature of the record types that
might require future access, regulatory requirements for
record keeping, filing practices to assist later retrieval, current
technology to assist records maintenance, and an understand-
ing of the issues that could require long-term follow-up after
conclusion of the response (e.g., workers’ compensation
claims), number of staff assigned, work periods and the re-
quired forms to be used, and data-processing software and
hardware requirements.

(B) Requisite Skills. Categorizing and organizing records
into similar types; tracking documents through clearance pro-
cesses; developing retrieval procedures; instituting long-term
follow-up mechanisms; interfacing with governmental, medi-
cal, and legal authorities; tracking and recording resources;
and communicating by radio and other means.

1026–15SAFETY OFFICER

2009 Edition



Chapter 6 Public Information Officer

6.1 General.

6.1.1* For qualification at the Public Information Officer
(PIO) level, the candidate shall meet the general knowledge
requirements in 6.1.1.1, the general skill requirements in
6.1.1.2, and the job performance requirements (JPRs) defined
in Sections 6.2 and 6.3.

6.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of the PIO, knowledge of the National Incident Manage-
ment System (NIMS) and the Incident Command System
(ICS), and knowledge of procedures for stopping unsafe or
incorrect acts or operations.

6.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making decisions in an envi-
ronment with a large number of unknowns, evaluating mate-
rial resources needs, recognizing the need for supplemental
technical knowledge, anticipating hazards and taking action
in a proactive manner to ensure responder safety and health,
and recognizing and identifying unsafe acts and operations.

6.2 Assume and Transfer the Position of Public Information
Officer. This duty shall involve assuming the role of a PIO at
an incident or planned event, assigning Assistant PIOs (as
needed), and transferring PIO duties to another person at the
appropriate time, according to the following job performance
requirements.

6.2.1 Assume role of a PIO within an ICS at an incident or
planned event, given an incident or planned event, an Inci-
dent Action Plan (IAP), an incident briefing, standard operat-
ing procedures, and communications equipment, so that rel-
evant situational information of the incident or planned event
is gained and maintained; the relationship with the outgoing
PIO or other personnel performing the function is established
and maintained; the priorities, goals, and objectives of the In-
cident Commander (IC) are received and understood; notifi-
cation of position assumption is verbalized and documented;
and the location of public information is identified and con-
firmed with the IC.

(A) Requisite Knowledge. The role and duties of a PIO within
ICS and organizational policies and procedures for the PIO.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC.

6.2.2 Manage the transfer of PIO duties at an incident or
planned event, given an incident or planned event, an estab-
lished command structure and a PIO, an IAP, a current situa-
tion status, a command post, incident documentation, and
communications equipment, so that incident information is
exchanged, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident complexity are
accounted for, the new PIO is fully briefed on the incident or
planned event, and the new PIO is identified.

(A) Requisite Knowledge. Transfer of duty procedures, infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a PIO within ICS;
organizational policies and procedures for the PIO; account-
ability protocols; resource types and deployment methods;
documentation methods and requirements; availability, capa-
bilities, and limitations of responders and other resources;

communication problems and needs; communications re-
quirements, methods, and means; and types of tasks and as-
signment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and transferring informa-
tion that allows objectives to be met.

6.3 Manage Public Information at an Incident or Planned
Event. This duty shall involve managing the gathering and
dissemination of public information at an incident or planned
event and developing a public information plan for an inci-
dent or planned event, according to the following JPRs.

6.3.1 Gather and develop information about an incident or
planned event, given an incident or planned event, an IAP,
sources of information, AHJ policies and procedures, appli-
cable forms, and information-gathering equipment, so that all
available incident information is obtained; available docu-
mentation is reviewed, evaluated, and maintained; material
for use in media briefings, presentations, and displays is devel-
oped; rumors are identified and rumor control action is taken;
incident information is kept current; incident fact sheets are
developed; plans for special situations (contingencies) within
the incident or planned event are developed; VIP visits and
special situations within the incident or planned event are sup-
ported; an information demobilization plan preparation is
supported; and the IC is informed of sensitive information
and community concerns.

(A) Requisite Knowledge. Good management principles,
procedures for releasing information regarding the incident
or planned event, public information policies used by the
AHJ, and procedures for documenting and reporting.

(B) Requisite Skills. Prioritize tasks so as to accomplish the
most important first, make decisions, recognize the need for
supplemental technical knowledge, analyze various forms of
information and documentation, and identify with the IC ap-
propriate information to be released.

6.3.2 Release information about an incident or planned event,
given an incident or planned event; an IAP; information related
to the incident or planned event; a joint information system;AHJ
policies, procedures, and protocols for approving information
release; and IC approval obtained for release of all information
so that media relations are facilitated; escorts are provided to
maintain safety and impart needed information; contact with the
media is initiated; inquiries from the media are responded to;
updates are provided to media and community leaders as re-
quired; interviews are concise, accurate, well planned in accor-
dance with protocols, and consistent with current information;
dissemination of relevant information to incident personnel is
maintained; and coordination with other information functions
(e.g., dispatch, cooperating and assisting agencies, JIC) is accom-
plished.

(A) Requisite Knowledge. Procedures for releasing informa-
tion regarding the incident or planned event, public informa-
tion policies used by the AHJ, procedures for documenting
and reporting, and procedures for documentation.

(B) Requisite Skills. Analyzing various forms of information,
documenting the information, identifying with the IC infor-
mation to be released, and being able to interface with the
news media.

1026–16 INCIDENT MANAGEMENT PERSONNEL PROFESSIONAL QUALIFICATIONS

2009 Edition



6.3.3* Coordinate the flow of information within an incident
command structure, given an incident or planned event; an
incident command structure; an IAP; information related to
the incident; a joint information system; AHJ policies, proce-
dures, and protocols for conveying information so that infor-
mation is communicated and coordinated with all command
and general staff; feedback is provided to subordinates; writ-
ten documentation is completed according to procedures; de-
mobilization efforts are communicated with the planning sec-
tion chief and are communicated to local agencies and staff;
rumors are identified and rumor control action is taken; inter-
views are concise, accurate, well planned in accordance with
protocols, and consistent with current information; support
staff are aware of planning meeting assignments; and priori-
ties, tactics, and any changes are communicated and under-
stood within the public information function.

(A) Requisite Knowledge. Procedures for releasing informa-
tion regarding the incident or planned event, public informa-
tion policies used by the AHJ, procedures for documenting
and reporting, and procedures for documentation.

(B) Requisite Skills. Analyzing various forms of information,
documenting the information, and identifying with the IC in-
formation to be released.

6.3.4 Acquire workspace and resources to perform assigned
duties of the PIO, given an incident or planned event and the
duties of the PIO, so that an adequate workspace is established
and the resources necessary to perform the duties are ac-
quired and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the PIO duties, PIO responsibilities and capabilities,
ICS forms, types of information sources, documentation
methods and requirements, and communications methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, determining resource needs of the Safety Officer, col-
lecting and organizing information, and assessing workspace
and resource requirements.

6.3.5 Manage the workflow process and set time schedules to
accomplish duties assigned at an incident or planned event,
given an incident or planned event and duties assigned to the
PIO, so that procedures are established for work activities,
work schedules are established, staff resources to perform
needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the PIO, time management requirements, man-
agement processes, types of information sources, schedule
types and display methods, and ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting and
organizing information, assessing scheduling requirements and
developing a timeline for activities, and acquiring and docu-
menting information and orders from other Incident Command
personnel.

6.3.6 Develop a public information plan for an incident or
planned event, given an incident or planned event, incident ob-
jectives and desired outcomes, incident situation and resource
status information, Assistant PIOs (if required), references,
methods of acquiring resources, and AHJ policies and proce-
dures relative to public information, so that incident public infor-
mation needs are supported to allow incident objectives and de-
sired outcomes to be met, span of control is maintained,

interpersonal and interagency working relationships are estab-
lished and maintained, resource needs are prioritized based on
incident conditions, and the “service concept” is practiced with
the public, media, and incident personnel.

(A) Requisite Knowledge. Procedures for releasing informa-
tion regarding the incident or planned event, public informa-
tion policies used by the AHJ, procedures for documenting
and reporting, and procedures for documentation.

(B) Requisite Skills. Analyzing various forms of information,
documenting the information, and identifying with the IC in-
formation to be released.

6.3.7 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a de-
mobilization plan, so that staff members understand the de-
mobilization process, procedures in the plan are followed,
performance ratings are completed and staff are released ac-
cording to the plan, and transportation home is completed.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating of resources needed to handle
remaining workload, using ICS forms correctly, and communi-
cating demobilization information to assigned resources.

Chapter 7 Liaison Officer

7.1 General.

7.1.1* For qualification at the Liaison Officer level, the candidate
shall meet the general knowledge requirements in 7.1.1.1, the
general skill requirements in 7.1.1.2, and the job performance
requirements (JPRs) defined in Sections 7.2 and 7.3.

7.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Liaison Officer, knowledge of the National Incident
Management System (NIMS) and the Incident Command Sys-
tem (ICS), and knowledge of procedures for stopping unsafe
or incorrect acts or operations.

7.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making decisions in an envi-
ronment with a large number of unknowns, evaluating mate-
rial resources needs, recognizing the need for supplemental
technical knowledge, anticipating hazards and taking action
in a proactive manner to ensure responder safety and health,
and recognizing and identifying unsafe acts and operations.

7.2 Assume and Transfer the Position of Liaison Officer.
This duty shall involve assuming the role of Liaison Officer at
an incident or planned event, assigning Assistant Liaison Of-
ficers (as needed), and transferring Liaison Officer duties to
another person at the applicable time, according to the JPRs
of 7.2.1 and 7.2.2.

7.2.1 Assume the role of Liaison Officer within an ICS at an
incident or planned event, given an incident or planned
event, an Incident Action Plan (IAP), an incident briefing,
standard operating procedures, and communications equip-
ment, so that relevant situational information about the inci-
dent or planned event is gained and maintained; the relation-
ship with the outgoing Liaison Officer or other personnel
performing the function is established and maintained; the
priorities, goals and objectives of the Incident Commander
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(IC) are received and understood; notification of position as-
sumption is verbalized and documented, and the location of
the Liaison Officer is identified and confirmed with the IC.

(A) Requisite Knowledge. The role and duties of a Liaison
Officer within the ICS; organizational policies and procedures
for the Liaison Officer; accountability protocols; resource
types and deployment methods; documentation methods and
requirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications requirements, methods, and means;
types of tasks and assignment responsibilities; and technical
references related to the type of incident or planned event.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in a manner such that information is success-
fully transferred and objectives are met.

7.2.2 Manage the transfer of Liaison Officer duties at an inci-
dent or planned event, given an incident or planned event, an
established command structure and Liaison Officer, an IAP, a
current situation status, a command post, incident documenta-
tion, and communications equipment, so that incident informa-
tion is exchanged, reports and plans for the subsequent opera-
tional period are completed, continuity of authority and
situational awareness are maintained, changes in incident com-
plexity are accounted for, the new Liaison Officer is fully briefed
on the incident, and the new Liaison Officer is identified.

(A) Requisite Knowledge. Procedures for transfer of duty;
information sources; resource accountability and tracking
process; use of ICS forms; the role and duties of a Liaison
Officer within the ICS; organizational policies and procedures
for the Liaison Officer; accountability protocols, resource
types, and deployment methods; documentation methods and
requirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications requirements; and types of tasks and
assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in a
manner such that information is successfully transferred and
objectives are met.

7.3 Perform the Role of Liaison Officer at an Incident or
Planned Event. This duty shall involve interacting with the
Command and General staff within an ICS and the represen-
tatives of cooperating and assisting agencies, agency represen-
tatives, and stakeholders, at an incident or planned event, ac-
cording to the JPRs of 7.3.1 through 7.3.6.

7.3.1 Communicate incident information to cooperating and
assisting agencies and stakeholders, given an incident or
planned event, incident information, communications equip-
ment, documentation equipment and supplies, cooperating
and assisting agency contact information, and cooperating
and assisting agency representatives, so that periodic briefings
are conducted, cooperating and assisting agencies are in-
formed of planned actions, information is assembled for use
in answering requests and resolving problems with cooperat-
ing and assisting agencies, a location for posting agency infor-
mation is established, information on personnel and equip-
ment priorities is gathered and maintained, a point of contact

for cooperating and assisting agencies is established and main-
tained, and interpersonal and interagency working relation-
ships are assured.

(A) Requisite Knowledge. Communications resources, docu-
mentation methods, response agency capabilities, cooperating
and assisting agency capabilities and limitations, information as-
sembly and dissemination methods, reporting and briefing tech-
niques, interpersonal communications techniques, and agencies
likely to be involved in various types of incidents.

(B) Requisite Skills. Assembling information in a logical and
concise manner, communicating verbally and in writing, and
operating communications devices.

7.3.2 Provide cooperating and assisting agency and stake-
holder information to command and general staff, given an
incident or planned event, cooperating and assisting agencies
and stakeholders assigned to an incident or planned event,
communications equipment, and documentation equipment
and supplies, so that information is collected from cooperat-
ing and assisting agencies and stakeholders, the information is
analyzed and documented correctly, and command and gen-
eral staff are made aware of pertinent cooperating and assist-
ing agency and stakeholder concerns.

(A) Requisite Knowledge. Communications resources, docu-
mentation methods, response agency capabilities, cooperating
and assisting agency capabilities and limitations, information as-
sembly and dissemination methods, reporting and briefing tech-
niques, interpersonal communications techniques, and types of
information needed by command and general staff.

(B) Requisite Skills. Assembling information in a logical and
concise manner, analyzing information to determine its rel-
evance to command and general staff, communicating ver-
bally and in writing with responders both inside and outside
the Liaison Officer’s own discipline or department, and oper-
ating communications devices.

7.3.3 Acquire workspace and resources to perform the duties
assigned to the Liaison Officer, given an incident or planned
event and the duties of the Liaison Officer, so that a workspace
is established and the resources necessary to perform the du-
ties are acquired and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the duties of the Liaison Officer, Liaison Officer re-
sponsibilities and capabilities, ICS forms, types of information
sources, documentation methods and requirements, and
communications methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, determining resource needs of the Liaison Officer,
collecting and organizing information, and assessing work-
space and resource requirements.

7.3.4 Manage the workflow process and set time schedules to
accomplish duties assigned at an incident or planned event,
given an incident or planned event and duties assigned to the
Liaison Officer, so that procedures are established for work
activities, work schedules are established, staff resources to
perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Liaison Officer, time management require-
ments, management processes, types of information sources,
schedule types and display methods, and ICS forms and spe-
cific uses.
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(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

7.3.5 Monitor incident or planned event operations, given an
incident or planned event, an IAP, incident resource and sta-
tus information, and communications equipment, so that cur-
rent and potential interorganizational relationship needs and
problems are identified and this information is reported to
Command and General Staff.

(A) Requisite Knowledge. The best communications meth-
ods for given situations, IAPs, incident complexities, incident
evaluation techniques, and situations that require the coop-
eration of multiple agencies or disciplines.

(B) Requisite Skills. Managing communications, evaluating
incident information, evaluating information contained in an
IAP, and recognizing situations that require coordinating with
or involving other agencies or stakeholders.

7.3.6 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a De-
mobilization Plan, so that staff members understand the de-
mobilization process, procedures in the plan are followed,
performance ratings are completed, and staff are released ac-
cording to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating of resources needed to handle
remaining workload, using ICS forms correctly, and communi-
cating demobilization information to assigned resources.

Chapter 8 Operations Section Chief

8.1 General.

8.1.1* For qualification at the Operations Section Chief level,
the candidate shall meet the general knowledge requirements
in 8.1.1.1, the general skill requirements in 8.1.1.2, and the
job performance requirements (JPRs) defined in Sections 8.2
and 8.3.

8.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Operations Section Chief, knowledge of the National
Incident Management System (NIMS) and the Incident Com-
mand System (ICS), and knowledge of procedures for stop-
ping unsafe or incorrect acts or operations.

8.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resources needs, recognizing the need for supplemental
technical knowledge, anticipating hazards and taking action in a
proactive manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

8.2 Assume and Transfer the Position of Operations Section
Chief. This duty shall involve assuming the role of Operations
Section Chief at an incident or planned event and transferring
the duties of that role to another person at the appropriate
time, according to the following JPRs.

8.2.1 Assume role of Operations Section Chief within an ICS
at an incident or planned event, given an incident or planned
event, an Incident Action Plan (IAP), an incident briefing,
standard operating procedures, and communications equip-
ment, so that an Operations Section is established, relevant
situational information of the incident is gained and main-
tained, the relationship with the outgoing Operations Section
Chief or other personnel performing the function (if previ-
ously established) is established and maintained, the priori-
ties, goals, and objectives of the Incident Commander (IC) are
received and understood, notification of position assumption
is verbalized and documented, and the location of the Opera-
tions Section Chief is identified and confirmed with the IC.

(A) Requisite Knowledge. The role and duties of an Opera-
tions Section Chief within ICS; organizational policies and
procedures for the Operations Section Chief; accountability
protocols; resource types and deployment methods; docu-
mentation methods and requirements; availability, capabili-
ties, and limitations of responders and other resources; appro-
priate strategies and tactics for handling various types of
incidents; delegation procedures for assigning resources to in-
cidents; communication problems and needs; communica-
tions requirements, methods, and means; types of tasks and
assignment responsibilities; and technical references related
to the type of incident or planned event.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in a manner so that information is success-
fully transferred and objectives are met.

8.2.2 Manage the transfer of Operations Section Chief duties
at an incident or planned event, given an incident or planned
event, an established command structure and Operations Sec-
tion Chief, an IAP, a current situation status, a command post,
incident documentation, and communications equipment, so
that incident information is exchanged, reports and plans for
the subsequent operational period are completed, continuity
of authority and situational awareness are maintained,
changes in incident complexity are accounted for, the new
Operations Section Chief is fully briefed on the incident or
planned event, and the new Operations Section Chief is iden-
tified to all personnel and stakeholders.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of an Operations Section
Chief within ICS; organizational policies and procedures for
the Operations Section Chief; accountability protocols; re-
source types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations
of responders and other resources; communication problems
and needs; communications requirements, methods, and
means; and types of tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in a
manner so that information is successfully transferred and ob-
jectives are met.

8.3 Perform the Role of Operations Section Chief at an Inci-
dent or Planned Event. This duty shall involve command of
the Operations Section within ICS at an incident or planned
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event and directing incident resources toward the successful
completion of incident duties, according to the following
JPRs.

8.3.1 Select appropriate strategies and tactics to mitigate an
incident or planned event, given an incident or planned
event, an IAP, an ICS Form 215, assigned resources, situation
and resource status information, incident documentation sup-
plies and equipment, and communication equipment, so that
incident conditions are monitored, incident operational
needs are determined, and correct strategies and tactics for
the given incident or planned event are selected.

(A) Requisite Knowledge. The role and duties of a Opera-
tions Section Chief within ICS; organizational policies and
procedures for the Operations Section Chief; accountability
protocols; resource types and deployment methods; docu-
mentation methods and requirements; availability, capabili-
ties, and limitations of responders and other resources; appro-
priate strategies and tactics for handling various types of
incidents; delegation procedures for assigning resources to in-
cidents; communication problems and needs; communica-
tions requirements, methods, and means; types of tasks and
assignment responsibilities; and technical references related
to the type of incident or planned event.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

8.3.2* Request resources to support incident strategic and
tactical goals, given an incident or planned event, an IAP,
an ICS Form 215, available incident resources, personnel
and equipment time records, performance ratings, incident
documentation, and communications equipment, so that
immediate, ongoing, and future resource needs are deter-
mined and managed, appropriate span-of-control is main-
tained through the use of Division or Group Supervisors
and Branch Directors, incident communications capabili-
ties are maintained, and cost constraints are managed.

(A) Requisite Knowledge. The role and duties of an Opera-
tions Section Chief within ICS; organizational policies and
procedures for the Operations Section Chief; accountability
protocols; resource types and deployment methods; docu-
mentation methods and requirements; availability, capabili-
ties, and limitations of responders and other resources; appro-
priate strategies and tactics for handling various types of
incidents; delegation procedures for assigning resources to in-
cidents; communication problems and needs; communica-
tions requirements, methods, and means; types of tasks and
assignment responsibilities; and technical references related
to the type of incident or planned event.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating information to successfully meet objectives.

8.3.3 Acquire workspace and resources to perform assigned du-
ties of the Operations Section Chief, given an incident or
planned event and the duties of the Operations Section Chief, so
that an adequate workspace is established and the resources nec-
essary to perform the duties are acquired and documented.

(A) Requisite Knowledge. Resource requirements needed
to support the Operations Section Chief duties, Operations

Section Chief responsibilities and capabilities, ICS forms,
types of information sources, documentation methods and
requirements, and communications methods.

(B) Requisite Skills. Using coordination skills to acquire
resources, determining resource needs of the Operations
Section Chief, collecting and organizing information, and
assessing workspace and resource requirements.

8.3.4 Deploy resources at an incident or planned event, given
an incident or planned event, available resources, an IAP, inci-
dent documentation equipment and supplies, and communica-
tions equipment, so that appropriate resources are selected and
assigned to the incident or planned event, span-of-control is
maintained, resource deficits and excesses are communicated to
Command, strategic and tactical priorities are met, communica-
tions equipment is used correctly, resources receive clear direc-
tion and assignments, safety and accountability systems are em-
ployed, assignments are documented according to AHJ standard
operating procedures (SOPs) and standard operating guidelines
(SOGs), and effective resource span-of-control is maintained.

(A) Requisite Knowledge. The role and duties of an Opera-
tions Section Chief within ICS; organizational policies and
procedures for the Operations Section Chief; accountability
protocols; resource types and deployment methods; docu-
mentation methods and requirements; availability, capabili-
ties, and limitations of responders and other resources; appro-
priate strategies and tactics for handling various types of
incidents; delegation procedures for assigning resources to in-
cidents; communication problems and needs; communica-
tions requirements, methods, and means; types of tasks and
assignment responsibilities; and technical references related
to the type of incident or planned event.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

8.3.5 Manage the workflow process and set time schedules to
accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Operations Section Chief, so that procedures are established
for work activities, work schedules are established, staff re-
sources to perform needed tasks are obtained, and tasks are
assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Operations Section Chief, time management
requirements, management processes, types of information
sources, schedule types and display methods, and ICS forms and
specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

8.3.6 Maintain the Operations Section activity log, given an
Operations Section, situation and resources status informa-
tion, and assignment or IAP, and incident documentation
equipment and supplies, so that accurate records of resources
and activities are maintained, work hours are tracked, the
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need for relief can be determined, and significant events and
accomplishments are documented.

(A) Requisite Knowledge. Documentation procedures and
AHJ/ICS policy and procedures.

(B) Requisite Skills. Tracking and recording resources, com-
municating by radio and other means.

8.3.7 Coordinate the demobilization of the Operations Sec-
tion at an incident or planned event, given an incident or
planned event, resources assigned to the incident or planned
event, an IAP, resource and situation status information, a de-
mobilization plan, incident documentation equipment and
supplies, and communications equipment, so that develop-
ment, approval, and implementation of the demobilization
are coordinated with the Planning Section (Demobilization
Team), demobilization procedures are communicated to all
involved parties, the remaining operational needs of the inci-
dent or planned event are met, resources are clear on their
demobilization procedures and orders, and incident docu-
mentation is completed correctly.

(A) Requisite Knowledge. The role and duties of a Opera-
tions Section Chief within ICS; organizational policies and
procedures for the Operations Section Chief; accountability
protocols; resource types and redeployment methods; docu-
mentation methods and requirements; availability, capabili-
ties, and limitations of responders and other resources; appro-
priate strategies and tactics for handling various types of
incidents; delegation procedures for assigning resources to in-
cidents; communication problems and needs; communica-
tions requirements; types of tasks and assignment responsibili-
ties; and technical references related to the type of incident or
planned event.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the Incident Commander, using refer-
ence materials, evaluating incident information, managing
communications, and communicating in a manner so that in-
formation is successfully transferred and objectives are met.

Chapter 9 Staging Area Manager

9.1 General.

9.1.1* For qualification at the Staging Area Manager level, the
candidate shall meet the general knowledge requirements in
9.1.1.1, the general skill requirements in 9.1.1.2, and the job per-
formance requirements (JPRs) defined in Sections 9.2 and 9.3.

9.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Staging Area Manager, knowledge of the National Inci-
dent Management System (NIMS) and the Incident Com-
mand System (ICS), types of resources and resource typing,
and knowledge of procedures for stopping unsafe or incorrect
acts or operations.

9.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resources needs, recognizing the need for supplemental
technical knowledge, anticipating hazards and taking action in a
proactive manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

9.2 Assume and Transfer the Position of Staging Area Man-
ager. This duty shall involve assuming the role of Staging Area
Manager at an incident or planned event and transferring the
duties of that role to another person at the appropriate time,
according to the following JPRs.

9.2.1 Assume role of Staging Area Manager within the Opera-
tions Section of an incident or planned event, given an incident
or planned event, an incident briefing, available resources, stan-
dard operating procedures, and communications equipment, so
that a staging area is established, relevant situational information
of the incident or planned event is gained and maintained, re-
sources are deployed to designated tactical assignments, and tac-
tical and safety concerns are communicated.

(A) Requisite Knowledge. Role and duties of a Staging Area
Manager within the ICS; organizational policies and proce-
dures for the Staging Area Manager; accountability protocols;
resource types and deployment methods; availability, capabili-
ties, and limitations of responders and other resources; com-
munication procedures; and communications requirements,
methods, and means.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the Incident Commander, Operations
Section Chief, or Branch Director, assigning resources to
achieve tactical goals at an incident or planned event, evaluat-
ing incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

9.2.2 Manage the transfer of Staging Area Manager duties at
an incident or planned event, given an incident or planned
event, an established command structure and Staging Area
Manager, a current situation status, incident documentation,
and communications equipment, so that incident information
is exchanged, continuity of authority and situational aware-
ness are maintained, changes in incident complexity are ac-
counted for, the new Staging Area Manager is fully briefed on
the incident or planned event, and the new Staging Area Man-
ager is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Staging Area Man-
ager within ICS; organizational policies and procedures for
the Staging Area Manager; accountability protocols; resource
types and deployment methods; documentation methods and
requirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications requirements; and types of tasks and
assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

9.3 Perform the Role of Staging Area Manager at an Incident
or Planned Event. The staging area manager shall be respon-
sible for managing all activities within a staging area at an
incident or planned event. These activities shall include the
ordering, assembling, and dispatching of resources to support
the incident or planned event.

9.3.1 Establish a staging area layout, given a location and
necessary supplies, so that support needs for equipment for
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feeding, sanitation, and security are obtained, a check-in func-
tion is established, areas are posted for identification and traf-
fic control, and requests for resource assignments can be met.

(A) Requisite Knowledge. Traffic flow, control and safety pro-
cedures, identification and requisition procedures for equip-
ment and supplies to support staging operations, check-in
policies and procedures, accountability systems, and use of
logs and forms.

(B) Requisite Skills. Tracking and recording resources and
communications by radio and other means.

9.3.2 Manage required resource levels as identified by the
Operations Section Chief and report when reserve levels
reach minimums, given a staging area and a tactical assign-
ment, so that the required resources are identified, resource
needs are communicated to supervisors, assigned resources
are allocated, and the assignments are carried out.

(A) Requisite Knowledge. Resources available to the AHJ,
methods of request or requisition, communication methods,
and location and application of policies and procedures.

(B) Requisite Skills. Tracking and recording resources and
communications by radio and other means.

9.3.3 Assemble Strike Teams and Task Forces at staging, given
an incident and incident information, information on what
kinds and types of strike teams and task forces are needed,
single resources at staging, incident documentation supplies,
and communications equipment, so that additional resources
are ordered, received, and maintained to meet incident
needs; assembly priorities are established and work is coordi-
nated within staging; resources are activated to meet resource
needs; work locations and leaders are assigned; additional re-
source needs are identified and requested; the safety, welfare,
and accountability of assigned personnel during the entire
operating period are ensured; effective span-of-control is
maintained; and communications equipment is used.

(A) Requisite Knowledge. ICS forms and specific uses, ac-
countability systems and procedures, resource types, resource
ordering procedures, resource assembly procedures, docu-
mentation methods and requirements, and availability, capa-
bilities, and limitations of resources,

(B) Requisite Skills. Locating and assembling single re-
sources into strike teams and task forces to meet operational
needs, receiving and logging in resources at an incident, man-
aging staff, giving direction and setting goals and priorities for
staff, analyzing information and determining critical data, ac-
quiring and documenting information and orders from supe-
riors, using reference materials, managing communications,
communicating in such a manner that information is trans-
ferred and objectives are met, and identifying training defi-
ciencies within assigned staff.

9.3.4 Acquire workspace and resources to perform the assigned
duties of the StagingArea Manager, given an incident or planned
event and the duties of Staging Area Manager, so that an ad-
equate workspace is established and the resources necessary to
perform the duties are acquired and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the Staging Area Manager duties, Staging Area Man-
ager responsibilities and capabilities, ICS forms, types of infor-
mation sources, documentation methods and requirements,
and communication methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, determining resource needs of the Staging Area Man-
ager, collecting and organizing information, and assessing
workspace and resource requirements.

9.3.5 Maintain and provide resource status information to
the Operations Section Chief of all resources in the Staging
Area, given tactical assignments, resources, situation status in-
formation, and operational procedures, so that requests for
maintenance service of equipment at the staging area are
made as appropriate and resources are deployed as directed to
support tactical objectives.

(A) Requisite Knowledge. Resources available to the AHJ,
methods of request or requisition, communication methods,
location and application of policies and procedures, and
maintenance resources needed to keep resources in service.

(B) Requisite Skills. Tracking and recording resources and
communications by radio and other means.

9.3.6 Manage the work flow process and set time schedules to
accomplish assigned duties at an incident or planned event,
given an incident or planned event and assigned duties to the
Staging Area Manager, so that procedures are established for
work activities, work schedules are established, staff resources
to perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Staging Area Manager, time management
requirements, management processes, types of information
sources, schedule types and display methods, and ICS forms
and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

9.3.7 Maintain a unit log, given an operational staging area,
incident situation, and resource status information; an assign-
ment or Incident Action Plan (IAP); incident documentation
equipment and supplies; and a unit log form, so that accurate
records of resources and activities are maintained, work hours
are tracked, the need for relief can be determined, and signifi-
cant events and accomplishments are documented.

(A) Requisite Knowledge. Resources available to the AHJ,
methods of request or requisition, communication methods,
and location and application of policies and procedures.

(B) Requisite Skills. Communicating by radio and other
means, and tracking and recording resources.

9.3.8 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,
procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating of resources needed to
handle remaining workload, using ICS forms, and communi-
cating demobilization information to assigned resources.
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Chapter 10 Operations Branch Director

10.1 General.

10.1.1* For qualification at the Operations Branch Director
level, the candidate shall meet the general knowledge require-
ments in 10.1.1.1, the general skill requirements in 10.1.1.2,
and the job performance requirements (JPRs) defined in Sec-
tions 10.2 and 10.3.

10.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Operations Branch Director, knowledge of the Na-
tional Incident Management System (NIMS) and the Incident
Command System (ICS), and knowledge of procedures for
stopping unsafe or incorrect acts or operations.

10.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resource needs, recognizing the need for supplemental tech-
nical knowledge, anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

10.2 Assume and Transfer the Position of Operations Branch
Director. This duty shall involve assuming the role of Opera-
tions Branch Director at an incident or planned event and
transferring the duties of that role to another person at the
appropriate time, according to the following JPRs.

10.2.1 Assume the role of Branch Director within the Opera-
tions Section of an ICS at an incident or planned event, given
an incident or planned event, an established Operations Sec-
tion, an Incident Action Plan (IAP), an incident briefing, stan-
dard operating procedures, and communications equipment,
so that a Branch is established, relevant situational informa-
tion of the incident or planned event is gained and main-
tained, the relationship with the outgoing Operations Branch
Director or other personnel performing the function (if pre-
viously established) is established and maintained, the priori-
ties, goals, and objectives of the Incident Commander(IC) or
Operations Section Chief are received and understood, notifi-
cation of position assumption is verbalized and documented,
and the location of the Branch is identified and confirmed
with the IC.

(A) Requisite Knowledge. The role and duties of an Opera-
tions Branch Director within the ICS; organizational policies
and procedures for the Operations Branch Director; account-
ability protocols; resource types and deployment methods; ap-
propriate strategies and tactics for various types of incidents;
availability, capabilities, and limitations of responders and
other resources; communication problems and needs; and
communications requirements, methods, and means.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the Operations Section Chief, organiz-
ing and assigning resources to achieve tactical goals at an inci-
dent or planned event, evaluating incident information,
managing communications, and communicating in such a
manner that information is successfully transferred and objec-
tives are met.

10.2.2 Manage the transfer of Operations Branch Director
duties at an incident or planned event, given an incident or
planned event, an established command structure and an Op-
erations Branch Director, an IAP, a current situation status, a

command post, incident documentation, and communica-
tions equipment, so that incident information is exchanged,
reports and plans for the subsequent operational period are
completed, continuity of authority and situational awareness
are maintained, changes in incident complexity are ac-
counted for, the new Operations Branch Director is fully
briefed on the incident or planned event, and the new Opera-
tions Branch Director is identified.

(A) Requisite Knowledge. Transfer of duty procedures, infor-
mation sources, resource accountability and tracking process,
use of ICS forms, the role and duties of an Operations Branch
Director within ICS, organizational policies and procedures
for the Operations Branch Director, accountability protocols,
resource types and deployment methods, documentation
methods and requirements, availability, capabilities, and limi-
tations of responders and other resources, communication
problems and needs, communications requirements, and
types of tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

10.3* Perform the Role of Operations Branch Director at an
Incident or Planned Event. This duty shall involve command of
a Branch within the Operations Section of an ICS at an incident
or planned event, monitoring incident conditions and needs,
providing necessary information to Command and General staff,
and assigning and deploying resources to achieve incident tacti-
cal goals, according to the following JPRs.

10.3.1 Participate in planning meetings at the request of the
Operations Section Chief, given a planning meeting, opera-
tional objectives, strategic approaches, and procedures, so
that operational objectives and strategies are clarified, opera-
tional tactical objectives are selected, resource needs are iden-
tified, and the IAP is developed for the Branch and for subor-
dinate divisions and groups.

(A) Requisite Knowledge. Appropriate strategies and tactics
for the given functional or geographic assignment of the Branch
assigned, capabilities of resources assigned to the Branch, prin-
ciples of unified command, and planning meeting procedures.

(B) Requisite Skills. Making decisions and prioritizing needs
and actions based on rapidly changing conditions.

10.3.2 Develop the Branch control operations in conjunction
with subordinates, given subordinates, IAP operational objec-
tives, a tactical approach from the Operations Section Chief
and/or IC, and operational procedures, so that the control
operations selected support accomplishment of the IAP objec-
tives, information is continually updated, and alternatives are
identified, evaluated, and selected.

(A) Requisite Knowledge. ICS organization structure, com-
munication skills, strategies and tactics for the Branch, and
transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, knowing tactical operations for the assigned Branch,
and practicing accountability procedures.

10.3.3 Acquire workspace and resources to perform the as-
signed duties of the Branch Director, given an incident or
planned event and the duties of Branch Director, so that an
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adequate workspace is established and the resources necessary
to perform the duties are acquired and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the Branch Director duties, Branch Director respon-
sibilities and capabilities, ICS forms, types of information
sources, documentation methods and requirements, and
communications methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, determining resource needs of the Branch Director,
collecting and organizing information, and assessing work-
space and resource requirements.

10.3.4 Implement and monitor Branch control operations
assignments, given Branch control operations assignments, re-
sources, situation status information, and operational proce-
dures, so that division and groups are established to accom-
plish tactical tasks, specific work tasks are assigned to Division
and Group Supervisors, appropriate span-of-control is main-
tained, specific work tasks are assigned to divisions and
groups, plans and/or assignments are modified as dictated by
incident conditions, resource needs for the personnel as-
signed are obtained, and the Operations Section Chief is noti-
fied of necessary changes to the IAP.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span-of-control proce-
dures, tactics for the Branch, accountability, and transfer of
duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, practicing accountability procedures, and administer-
ing tactical operations specific for the assigned Branch.

10.3.5 Manage the workflow process and set time schedules
to accomplish duties assigned at an incident or planned event,
given an incident or planned event and assigned duties to the
Operations Branch Director, so that procedures are estab-
lished for work activities, work schedules are established, staff
resources to perform needed tasks are obtained, and tasks are
assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Operations Branch Director, time manage-
ment requirements, management processes, types of informa-
tion sources, schedule types and display methods, and ICS forms
and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

10.3.6 Approve accident and medical reports, given an injury
or illness and documentation of the injury or illness, so that
documentation of medical treatment and accidents are re-
viewed, approved, and tracked according to policies and pro-
cedures of the AHJ.

(A) Requisite Knowledge. Accident reporting forms for acci-
dent and injury reporting.

(B) Requisite Skills. Tracking and recording resources and
communication by radio and other means.

10.3.7 Maintain a unit log, given an incident or planned
event assignment and a unit log form, so that significant deci-

sions, actions, events, and work activities are captured and the
form is completed.

(A) Requisite Knowledge. Purpose and requirement for ICS
forms, agency standard operational procedures, information
tracking methods, documentation methods, and an under-
standing of critical incident information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

10.3.8 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a De-
mobilization Plan, so that staff understands the demobiliza-
tion process, procedures in the plan are followed, perfor-
mance ratings are completed, and staff are released according
to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 11 Operations Division/Group Supervisor

11.1 General.

11.1.1* For qualification at the Division or Group Supervisor
level, the candidate shall meet the general knowledge require-
ments in 11.1.1.1, the general skill requirements in 11.1.1.2,
and the job performance requirements (JPRs) defined in Sec-
tions 11.2 and 11.3.

11.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Operations Division or Group Supervisor, knowledge
of the National Incident Management System (NIMS) and the
Incident Command System (ICS), and knowledge of proce-
dures for stopping unsafe or incorrect acts or operations.

11.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resource needs, recognizing the need for supplemental tech-
nical knowledge, anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

11.2 Assume and Transfer the Position of Division/Group
Supervisor. This duty shall involve assuming the role of
Division/Group Supervisor at an incident or planned event
and transferring the duties of that role to another person at
the appropriate time, according to the following JPRs.

11.2.1 Assume the role of Division/Group Supervisor within
the Operations Section of an incident or planned event, given
an incident or planned event, an established Operations Sec-
tion, an Incident Action Plan (IAP), an incident briefing, stan-
dard operating procedures, and communications equipment,
so that a division/group is established; relevant situational in-
formation of the incident is gained and maintained; the rela-
tionship with the outgoing Division/Group Supervisor or
other personnel performing the function is established and
maintained; the priorities, goals, and objectives of the Inci-
dent Commander (IC), Operations Section Chief, or Branch
Director are received and understood; notification of position
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assumption is verbalized and documented; and the location of
geographic Division or functional Group Supervisor is identi-
fied and confirmed with the IC.

(A) Requisite Knowledge. The role and duties of a Division/
Group Supervisor within the ICS; organizational policies and
procedures for the Division/Group Supervisor; accountability
protocols; resource types and deployment methods; appropri-
ate strategies and tactics for various types of incidents; avail-
ability, capabilities, and limitations of responders and other
resources; communication problems and needs; and commu-
nications requirements, methods, and means,

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, Operations Section Chief, or
Branch Director; organizing and assigning resources to
achieve tactical goals at an incident or planned event; evaluat-
ing incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

11.2.2 Manage the transfer of Division/Group Supervisor du-
ties at an incident or planned event, given an incident or
planned event, an established command structure and a
Division/Group Supervisor, an IAP, a current situation status,
a command post, incident documentation, and communica-
tions equipment, so that incident information is exchanged,
reports and plans for the subsequent operational period are
completed, continuity of authority and situational awareness
are maintained, changes in incident complexity are ac-
counted for, the new Division/Group Supervisor is fully
briefed on the incident or planned event, and the new
Division/Group Supervisor is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Division/Group
Supervisor within ICS; organizational policies and procedures
for the Division/Group Supervisor; accountability protocols;
resource types and deployment methods; documentation
methods and requirements; availability, capabilities, and limi-
tations of responders and other resources; communication
problems and needs; communications requirements; and
types of tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

11.3 Perform the Role of Division/Group Supervisor at an
Incident or Planned Event. This duty shall involve command
of a Division or Group within the Operations Section of an
incident or planned event; establishing and maintaining an
appropriate relationship with the IC, Operations Section
Chief, or Branch Director; coordinating activities with adja-
cent Division/Group Supervisors and other personnel with
relevant duties; reporting hazardous situations, special occur-
rences, and significant events (e.g. accidents, sickness) to the
immediate supervisor; resolving logistics problems within a Di-
vision or Group; monitoring incident conditions and needs;
providing necessary information to Command and general
staff; and assigning and deploying resources to achieve inci-
dent tactical goals, according to the following JPRs.

11.3.1* Take direction from the next level of command (IC,
Operations Section Chief, or Branch Director, as appropriate)

regarding operational objectives strategic approaches and
procedures, given an incident or planned event and an estab-
lished Operations Section Chief, so that operational objectives
and strategies are clarified, operational tactical objectives are
selected, resource needs are identified, accomplishments are
reported, and input is provided to the Operations Section
Chief for the development of the next operational period.

(A) Requisite Knowledge. Appropriate strategies and tactics
for the given functional or geographic assignment of the
Division/Group Supervisor assigned, capabilities of resources
assigned to the Branch, principles of unified command, and
planning meeting procedures.

(B) Requisite Skills. Making decisions, prioritizing needs and
actions based on rapidly changing conditions, communicating.

11.3.2 Develop the Division/Group control operations in
conjunction with subordinates, given subordinates, IAP opera-
tional objectives, a tactical approach from the Operations Sec-
tion Chief and/or IC, and operational procedures, so that the
control operations selected support accomplishment of the
IAP objectives, information is continually updated, and alter-
natives are identified, evaluated, and selected.

(A) Requisite Knowledge. Appropriate strategies and tactics
for the given functional or geographic assignment of the
Division/Group Supervisor assigned and capabilities of re-
sources assigned to the Division/Group.

(B) Requisite Skills. Coordinating activities with subordi-
nates to develop alternatives for Division or Group control
operations, ensuring information is communicated to as-
signed resources, upwards to supervisor, and across functional
areas in a timely manner.

11.3.3 Request and allocate resources appropriate to the tac-
tical assignments of assigned divisions/groups, given an inci-
dent or planned event, and assignment, assigned resources,
and additional available resources, so that immediate and on-
going resource needs meet the needs of the IAP or supervisor
briefing, future resource needs are anticipated, and logistical
problems are reported appropriately.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span-of-control proce-
dures, tactics for the Division/Group Supervisor, and account-
ability and transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, implementing accountability procedures, and per-
forming tactical operations specific to the assigned Division/
Group Supervisor.

11.3.4 Acquire workspace and resources to perform the as-
signed duties of the Division/Group Supervisor, given an inci-
dent or planned event and the duties of a Division/Group
Supervisor, so that an adequate workspace is established and
the resources necessary to perform the duties are acquired
and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the Division/Group Supervisor duties, Division/
Group Supervisor responsibilities and capabilities, ICS forms,
types of information sources, documentation methods and re-
quirements, and communications methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, determining resource needs of the Division/Group
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Supervisor, collecting and organizing information, and assess-
ing workspace and resource requirements.

11.3.5 Implement and monitor division/group control op-
erations assignments, given division/group control opera-
tional assignments, resources, situation status information,
and operational procedures, so that division and groups are
established to accomplish tactical tasks, appropriate span-of-
control is maintained, specific work tasks are assigned to
divisions/groups, plans and/or assignments are modified as
dictated by incident conditions, resource needs for the per-
sonnel assigned are obtained, and the IC, Operations Section
Chief, or Branch Director to which the Division/Group Super-
visor is reporting is notified of necessary changes to the IAP.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span-of-control proce-
dures, tactics for the Division/Group Supervisor, and account-
ability and transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, being aware of accountability procedures, and imple-
menting tactical operations specific for the assigned Division/
Group Supervisor.

11.3.6 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Division/Group Supervisor, so that procedures are estab-
lished for work activities, work schedules are established, staff
resources to perform needed tasks are obtained, and tasks are
assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Division/Group Supervisor, time management
requirements, management processes, types of information
sources, schedule types and display methods, and ICS forms and
specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

11.3.7 Approve accident and medical reports, given an injury
or illness and documentation of the injury or illness, so that
documentation of medical treatment and accidents is re-
viewed, approved, and tracked according to the policies and
procedures of the AHJ.

(A) Requisite Knowledge. Accident-reporting forms for acci-
dent and injury reporting.

(B) Requisite Skills. Tracking and recording resources and
communication by radio and other means.

11.3.8 Maintain a unit log, given an incident or planned
event assignment and the unit log form, so that significant
decisions, actions, events, and work activities are documented
and the form is completed.

(A) Requisite Knowledge. Purpose and requirement of ICS
forms, agency standard operational procedures, information-
tracking methods, documentation methods, and an under-
standing of critical incident information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

11.3.9 Initiate an incident demobilization plan, given an inci-
dent or planned event, an incident command structure, as-
signed resources, and a demobilization plan, so that staffing
requirements are recommended, relationships with stake-
holder organizations are maintained, life safety and account-
ability considerations are identified, and control of the scene
is returned to the AHJ or other responsible party.

(A) Requisite Knowledge. Jurisdictional standard operating
procedures related to incident termination and demobilization.

(B) Requisite Skills. Accurately estimating the resources that
can handle the remaining functions at an incident or planned
event, using appropriate ICS forms and documentation, commu-
nicating demobilization information to assigned resources, and
adjusting an IAP to meet incident demobilization needs.

Chapter 12 Strike Team/Task Force Leader

12.1 General.

12.1.1* For qualification at the Strike Team/Task Force
Leader level, the candidate shall meet the general knowledge
requirements in 12.1.1.1, the general skill requirements in
12.1.1.2, and the job performance requirements (JPRs) de-
fined in Sections 12.2 and 12.3.

12.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Strike Team or Task Force Leader, knowledge of the
National Incident Management System (NIMS) and the Inci-
dent Command System (ICS), use of communications devices,
knowledge of agency standard operating procedures, and
knowledge of procedures for stopping unsafe or incorrect acts
or operations.

12.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, developing alternative plans, identifying training
needs and/or levels of assigned personnel, and recognizing
and identifying unsafe acts and operations.

12.2 Assume and Transfer the Position of Strike Team/Task
Force Leader. This duty shall involve assuming the role of
Strike Team/Task Force Leader at an incident or planned
event and transferring those duties to another person at the
appropriate time, according to the following JPRs.

12.2.1 Assume the role of the Strike Team/Task Force Leader
within the Operations Section of an incident or planned event,
given an incident or planned event, an incident briefing, a tacti-
cal assignment, standard operating procedures, and communica-
tions equipment, so that a command is established, relevant situ-
ational information of the incident or planned event is gained
and maintained, a tactical objectives are received and under-
stood, and tactical and safety concerns are communicated to the
personnel within the command.

(A) Requisite Knowledge. The role and duties of a Strike
Team/Task Force Leader within the ICS; organizational poli-
cies and procedures for the Strike Team/Task Force Leader;
accountability protocols; resource types and deployment
methods; appropriate strategies and tactics for various types of
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incidents; availability, capabilities, and limitations of respond-
ers and other resources; communication problems and needs;
and communications requirements, methods, and means.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the Incident Commander (IC), Opera-
tions Section Chief, Branch Director, or Division/Group Su-
pervisor (as appropriate), organizing and assigning resources
to achieve tactical goals at an incident or planned event, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

12.2.2 Manage the transfer of Strike Team/Task Force
Leader duties at an incident or planned event, given an inci-
dent or planned event, an established command structure and
a Strike Team/Task Force Leader, a current situation status,
incident documentation, and communications equipment, so
that incident information is exchanged, continuity of author-
ity and situational awareness are maintained, changes in inci-
dent complexity are accounted for, the new a Strike Team/
Task Force Leader is fully briefed on the incident or planned
event, and the new Strike Team/Task Force Leader is identi-
fied to all personnel and stakeholders.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Strike Team/Task Force
Leader within the ICS; organizational policies and procedures
for the Strike Team/Task Force Leader; accountability protocols;
resource types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations of
responders and other resources; communication problems and
needs; communications requirements, methods, and means; and
types of tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

12.3 Perform the Role of Strike Team/Task Force Leader at
an Incident or Planned Event. The Strike Team or Task Force
Leader shall report to a Division or Group Supervisor and is
responsible for performing tactical assignments assigned to
the strike team or task force. The Strike Team/Task Force
Leader shall report work progress and the status of resources,
maintain work records on assigned personnel, and relay other
important information to his or her supervisor.

12.3.1* Take direction from the next level of command (IC,
Operations Section Chief, Branch Director, or Division/
Group Supervisor, as appropriate) regarding strategic ap-
proaches to operational tactical objectives, and procedures
given an incident or planned event and an established Opera-
tions Section Chief, so that operational objectives and strate-
gies are clarified, operational tactical objectives are selected,
resource needs are identified, accomplishments are reported,
and input is provided to the Operations Section Chief for the
development of the next operational period.

(A) Requisite Knowledge. Appropriate strategies and tactics
for the given functional or geographic assignment of the
Division/Group Supervisor assigned, capabilities of resources
assigned to the branch, principles of unified command, and
planning meeting procedures.

(B) Requisite Skills. Making decisions, prioritizing needs and
actions based on rapidly changing conditions, and communi-
cating by various means.

12.3.2 Determine and communicate IAP operational objec-
tives of an incident action plan (IAP) and required resources
needed to accomplish the assignment, given a tactical ap-
proach from the Operations section, assigned resources, and
operational procedures, so that the required resources are
identified and communicated to supervisors, assigned re-
sources are allocated and the assignments are carried out, the
tactical assignments are carried out, and the results are moni-
tored and communicated to Command.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span-of-control proce-
dures, tactics for the Strike Team/Task Force Leader, and ac-
countability and transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, implementing accountability procedures and tactical
operations specific to the incident, anticipating resource
needs, ensuring that assigned resources meet qualification re-
quirements and are adequate to meet objectives, and resolv-
ing logistical problems reported by subordinates.

12.3.3 Implement and monitor Strike Team/Task Force con-
trol operations assignments, given Strike Team/Task Force
control operational assignments, resources, situation status in-
formation, and operational procedures, so that divisions and
groups are established to accomplish tactical tasks, appropri-
ate span-of-control is maintained, specific work tasks are as-
signed to divisions or groups, plans and/or assignments are
modified as dictated by incident conditions, resource needs
for the personnel assigned are obtained, and the Operations
Section Chief is notified of necessary changes to the IAP.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span-of-control proce-
dures, tactics for the Strike Team/Task Force Leader, and ac-
countability and transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, implementing accountability procedures, and per-
forming tactical operations specified for the assigned Strike
Team/Task Force Leader.

12.3.4 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Strike Team/Task Force Leader, so that procedures are estab-
lished for work activities, work schedules are established, staff
resources to perform needed tasks are obtained, and tasks are
assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Strike Team/Task Force Leader, time manage-
ment requirements, management processes, types of informa-
tion sources, schedule types and display methods, and ICS forms
and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

12.3.5 Approve accident and medical reports, given an injury
or illness and documentation of the injury or illness, so that
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documentation of medical treatment and accidents is re-
viewed, approved, and tracked according to the policies and
procedures of the AHJ.

(A) Requisite Knowledge. Accident-reporting forms for acci-
dent or injury reporting.

(B) Requisite Skills. Tracking and recording resources and
communicating by radio and other means.

12.3.6 Maintain a unit log, given an incident or planned
event assignment and a unit log form, so that significant deci-
sions, actions, events, and work activities are documented and
the form is completed according to procedures.

(A) Requisite Knowledge. Purpose and requirement of ICS
forms, agency standard operational procedures, information-
tracking methods, documentation methods, and an under-
standing of critical incident information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

12.3.7 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a de-
mobilization plan, so that staff understands the demobiliza-
tion process, procedures in the plan are followed, perfor-
mance ratings are completed, and staff are released according
to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating of resources needed to
handle remaining workload, using ICS forms, and communi-
cating demobilization information to assigned resources.

Chapter 13 Air Operations Branch Director

13.1 General.

13.1.1* For qualification at the Air Operations Branch Direc-
tor level, the candidate shall meet the general knowledge re-
quirements in 13.1.1.1, the general skill requirements in
13.1.1.2, and the job performance requirements (JPRs) de-
fined in Sections 13.2 and 13.3.

13.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Air Operations Branch Director, knowledge of the Na-
tional Incident Management System (NIMS) and the Incident
Command System (ICS), and knowledge of procedures for
stopping unsafe or incorrect acts or operations.

13.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resource needs, recognizing the need for supplemental tech-
nical knowledge, anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

13.2 Assume and Transfer the Position of Air Operations
Branch Director. This duty shall involve assuming the role of
Air Operations Branch Director at an incident or planned
event and transferring the duties of that role to another per-
son at the appropriate time, according to the following JPRs.

13.2.1 Assume the role of Air Operations Branch Director
within the Operations Section of an ICS at an incident or

planned event, given an incident or planned event, an estab-
lished Operations Section, an Incident Action Plan (IAP), an
incident briefing, standard operating procedures, and com-
munications equipment, so that an air operations branch is
established; relevant situational information of the incident is
gained and maintained; the relationship with the outgoing Air
Operations Branch Director or other personnel performing
the function (if previously established) is established and
maintained; the priorities, goals and objectives of the Incident
Commander (IC) and/or Operations Section Chief are re-
ceived and understood; notification of position assumption is
verbalized and documented; and the location of the Air Op-
erations Branch is identified and confirmed with the IC.

(A) Requisite Knowledge. The role and duties of an Air Op-
erations Branch Director within the ICS; organizational poli-
cies and procedures for the Air Operations Branch Director;
accountability protocols; resource types and deployment
methods; appropriate strategies and tactics for various types of
incidents; availability, capabilities, and limitations of respond-
ers and other resources; communication problems and needs;
and communications requirements.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the Operations Section Chief, organiz-
ing and assigning aviation resources to achieve tactical goals at
an incident or planned event, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

13.2.2 Manage the transfer of Air Operations Branch Direc-
tor duties at an incident or planned event, given an incident
or planned event, an established command structure and an
Air Operations Branch Director, an IAP, a current situation
status, a command post, incident documentation, and com-
munications equipment, so that incident information is ex-
changed, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident complexity are
accounted for, the new Air Operations Branch Director is fully
briefed on the incident or planned event, and the new Air
Operations Branch Director is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources, resource accountability, and tracking process;
use of ICS forms; the role and duties of an Air Operations
Branch Director within the ICS; organizational policies and
procedures for the Air Operations Branch Director; account-
ability protocols; resource types and deployment methods;
documentation methods and requirements; availability, capa-
bilities, and limitations of responders and other resources;
communication problems and needs; communications re-
quirements, methods, and means; and types of tasks and as-
signment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

13.3 Perform the Role of Air Operations Branch Director at
an Incident or Planned Event. This duty shall involve com-
mand of the Air Operations Branch within the Operations
Section of an ICS at an incident or planned event, monitoring
incident conditions and needs, providing necessary informa-
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tion to Command and General staff, and assigning and de-
ploying air-related resources to achieve incident tactical goals,
according to the following JPRs.

13.3.1 Participate in planning meetings at the request of the
Operations Section Chief, given a planning meeting, tactical
air objectives, strategic approaches, and procedures specific to
the AHJ, so that operational objectives and strategies are clari-
fied, operational tactical objectives are selected, resource
needs are identified, and the IAP is developed for the Air Op-
erations Branch.

(A) Requisite Knowledge. Procedures to request declaration
or cancellation of restricted airspace, air traffic control re-
quirements of assigned aircraft, procedures for emergency re-
assignment of aircraft, procedures for scheduling of approved
flights of nonincident aircraft in restricted airspace, uses of
nontactical aircraft, and familiarization with procedures nec-
essary to report and initiate an aircraft accident investigation.

(B) Requisite Skills. Preparing air operations forms and sum-
mary sheets and coordinating and scheduling infrared aircraft
flights.

13.3.2 Develop the air operations control procedures in
conjunction with subordinates, given subordinates, IAP air
operational objectives, a tactical approach, and operational
procedures, so that the air control operations accomplish
the IAP objectives, information is continually updated, and
alternatives are identified, evaluated, and selected.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span-of-control proce-
dures, tactics for the Air Operations Branch Director, and ac-
countability and transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, using accountability procedures, and implementing
tactical operations specified for the assigned Air Operations
Branch Director.

13.3.3 Implement and monitor air operation assignments, an
air tactical group supervisor and helicopter coordinator, air
operations resources, situation status information, and opera-
tional procedures, so that divisions and groups are established
to accomplish tactical tasks, specific work tasks are assigned to
Air Operations, appropriate span-of-control is maintained,
plans and/or assignments are modified as dictated by incident
conditions, resource needs for the personnel assigned are ob-
tained, and the Operations Section Chief is notified of neces-
sary changes to the IAP.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span-of-control proce-
dures, tactics for the Air Operations Branch Director, and ac-
countability and transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, using accountability procedures, and implementing
tactical operations specified for the assigned Air Operations
Branch Director.

13.3.4 Approve accident and medical reports, given an injury
or illness and documentation of the injury or illness, so that
documentation of medical treatment and accidents is re-
viewed, approved, and tracked according to the policies and
procedures of the AHJ.

(A) Requisite Knowledge. Accident-reporting forms for acci-
dent and injury reporting.

(B) Requisite Skills. Tracking and recording resources, and
communicating by radio and other means.

13.3.5 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Air Operations Branch Director, so that procedures are estab-
lished for work activities, work schedules are established, staff
resources to perform needed tasks are obtained, and tasks are
assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Air Operations Branch Director, time manage-
ment requirements, management processes, types of informa-
tion sources, schedule types and display methods, and ICS forms
and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

13.3.6 Maintain a unit log, given an incident or planned
event assignment and a unit log form, so that significant deci-
sions, actions, events, and work activities are documented and
the form is completed according to procedures.

(A) Requisite Knowledge. Purpose and requirement of ICS
forms, agency standard operational procedures, information-
tracking methods, documentation methods, and understand-
ing of critical incident information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

13.3.7 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a de-
mobilization plan, so that staff understands the demobiliza-
tion process, procedures in the plan are followed, perfor-
mance ratings are completed, and staff are released according
to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 14 Air Support Group Supervisor

14.1 General.

14.1.1* For qualification at the Air Support Group Supervisor
level, the candidate shall meet the general knowledge require-
ments in 14.1.1.1, the general skill requirements in 14.1.1.2,
and the job performance requirements (JPRs) defined in Sec-
tions 14.2 and 14.3.

14.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Air Support Group Supervisor, knowledge of the Na-
tional Incident Management System (NIMS) and the Incident
Command System (ICS), and knowledge of procedures for
stopping unsafe or incorrect acts or operations.
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14.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resource needs, recognizing the need for supplemental tech-
nical knowledge, anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

14.2 Assume and Transfer the Position of Air Support Group
Supervisor. This duty shall involve assuming the role of Air
Support Group Supervisor at an incident or planned event
and transferring the duties of that role to another person at
the appropriate time, according to the following JPRs.

14.2.1 Assume the role of Air Support Group Supervisor
within the Operations Section of an ICS at an incident or
planned event, given an incident or planned event, an estab-
lished Operations Section, an Incident Action Plan (IAP), an
incident briefing, standard operating procedures, and com-
munications equipment, so that an Air Operations branch is
established, relevant situational information of the incident is
gained and maintained; the relationship with the outgoing Air
Support Group Supervisor or other personnel performing the
function (if previously established) is established and main-
tained; the priorities, goals, and objectives of the Incident
Commander(IC) and/or Operations Section Chief are re-
ceived and understood; notification of position assumption is
verbalized and documented; and the location of the Air Op-
erations branch is identified and confirmed with the IC.

(A) Requisite Knowledge. The role and duties of an Air Sup-
port Group Supervisor within the ICS; organizational policies
and procedures for the Air Support Group Supervisor; ac-
countability protocols; resource types and deployment meth-
ods; appropriate strategies and tactics for various types of inci-
dents; availability, capabilities, and limitations of responders
and other resources; communication problems and needs;
and communications requirements, methods, and means.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC or Operations Section Chief, or-
ganizing and assigning aviation resources to achieve tactical
goals at an incident or planned event, evaluating incident in-
formation, managing communications, and communicating
in such a manner that information is successfully transferred
and objectives are met.

14.2.2 Manage the transfer of Air Support Group Supervisor
duties at an incident or planned event, given an incident or
planned event, an established command structure and an Air
Support Group Supervisor, an IAP, a current situation status, a
command post, incident documentation, and communica-
tions equipment, so that incident information is exchanged,
reports and plans for the subsequent operational period are
completed, continuity of authority and situational awareness
are maintained, changes in incident complexity are ac-
counted for, the new Air Support Group Supervisor is fully
briefed on the incident or planned event, and the new Air
Support Group Supervisor is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of an Air Support Group
Supervisor within the ICS; organizational policies and proce-
dures for the Air Support Group Supervisor; accountability pro-
tocols; resource types and deployment methods; documentation
methods and requirements; availability, capabilities, and limita-
tions of responders and other resources; communication prob-

lems and needs; communications requirements; and types of
tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

14.3 Perform the Role of Air Support Group Supervisor at an
Incident or Planned Event. This duty shall involve command
of the Air Operations Branch within the Operations Section of
an ICS at an incident or planned event, monitoring incident
conditions and needs, providing necessary information to
Command and General staff, and assigning and deploying air-
related resources to achieve incident tactical goals, according
to the following JPRs.

14.3.1* Participate in planning meetings at the request of the
Operations Section Chief or IC, given a planning meeting,
tactical air objectives, strategic approaches, and procedures
specific to the AHJ, so that operational objectives and strate-
gies are clarified, operational tactical objectives are selected,
resource needs are identified, and the IAP is developed for the
Air Operations Branch.

(A) Requisite Knowledge. Procedures to request declaration
or cancellation of restricted airspace, air traffic control re-
quirements of assigned aircraft, procedures for emergency re-
assignment of aircraft, procedures for scheduling of approved
flights of nonincident aircraft in restricted airspace, uses of
nontactical aircraft, and familiarization with procedures nec-
essary to report and initiate an aircraft accident investigation.

(B) Requisite Skills. Preparation of air operations forms and
summary sheets and coordination and scheduling of infrared
aircraft flights.

14.3.2 Implement air support procedures in conjunction
with subordinates, given subordinates, IAP air operational ob-
jectives, a tactical approach, and operational procedures, so
that the air operations accomplish the IAP objectives, informa-
tion is continually updated, air support is provided, and alter-
natives are identified, evaluated, and selected.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span-of-control proce-
dures, duties of the Air Support Group Supervisor, and ac-
countability and transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, implementing accountability procedures, and per-
forming tactical operations specific to the Air Support Group
Supervisor.

14.3.3 Implement and monitor air operation assignments, an
Air Tactical Group Supervisor and helicopter coordinator, air
operations resources, situation status information, and opera-
tional procedures, so that divisions and groups are known to
the assigned personnel to accomplish tasks, specific work tasks
are assigned to Air Operations, appropriate span-of-control is
maintained, plans and/or assignments are modified as dic-
tated by incident conditions, resource needs for the personnel
assigned are obtained, and the Operations Section Chief is
notified of necessary changes to the IAP.

(A) Requisite Knowledge. ICS organization structure, expan-
sion procedures, communication skills, span of control proce-
dures, tactics for the Air Support Group Supervisor’s account-
ability, and transfer of duty procedures.
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(B) Requisite Skills. Communicating by radio and other
means, implementing accountability procedures, and per-
forming tactical operations specific for the assigned Air Sup-
port Group Supervisor.

14.3.4 Approve accident and medical reports, given an injury
or illness and documentation of the injury or illness, so that
documentation of medical treatment and accidents is re-
viewed, approved, and tracked according to the policies and
procedures of the AHJ.

(A) Requisite Knowledge. Accident-reporting forms for acci-
dent and injury reporting.

(B) Requisite Skills. Tracking and recording activity and
communicating by radio and other means.

14.3.5 Manage the workflow process and set time schedules to
accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to theAir
Support Group Supervisor, so that procedures are established for
work activities, work schedules are established, staff resources to
perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Air Support Group Supervisor, time manage-
ment requirements, management processes, types of informa-
tion sources, schedule types and display methods, and ICS forms
and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

14.3.6 Maintain a unit log, given an incident or planned
event assignment and the unit log form, so that significant
decisions, actions, events, and work activities are documented
and the form is completed.

(A) Requisite Knowledge. Purpose and requirement of ICS
forms, agency standard operational procedures, information-
tracking methods, documentation methods, and understand-
ing of critical incident information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

14.3.7 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understands the demobilization pro-
cess, procedures in the plan are followed, performance ratings
are completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 15 Air Tactical Group Supervisor

15.1 General.

15.1.1* For qualification at the Air Tactical Group Supervisor
level, the candidate shall meet the general knowledge require-
ments in 15.1.1.1, the general skill requirements in 15.1.1.2,

and the job performance requirements (JPRs) defined in Sec-
tions 15.2 and 15.3.

15.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Air Tactical Group Supervisor, knowledge of the Na-
tional Incident Management System (NIMS) and the Incident
Command System (ICS), and knowledge of procedures for
stopping unsafe or incorrect acts or operations.

15.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resource needs, recognizing the need for supplemental tech-
nical knowledge, anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

15.2 Assume and Transfer the Position of Air Tactical Group
Supervisor. This duty shall involve assuming the role of Air
Tactical Group Supervisor at an incident or planned event and
transferring those duties to another person at the appropriate
time, according to the following JPRs.

15.2.1 Assume the role of Air Tactical Group Supervisor within
the Operations Section of an ICS at an incident or planned
event, given an incident or planned event, an established Opera-
tions Section, an IncidentAction Plan(IAP), an incident briefing,
standard operating procedures, and communications equip-
ment, so that aircraft coordination is maintained when fixed
and/or rotary wing aircraft are operating; approved flights of
nonincident aircraft or nontactical flights in restricted airspace
area are coordinated; relevant situational information of the in-
cident is gained and maintained; the relationship with the outgo-
ingAir Tactical Group Supervisor or other personnel performing
the function (if previously established) is established and main-
tained; the priorities, goals, and objectives of the Incident Com-
mander(IC) and/or Operations Section Chief are received and
understood; and notification of position assumption is verbalized
and documented.

(A) Requisite Knowledge. The role and duties of an Air Tac-
tical Group Supervisor within the ICS; organizational policies
and procedures for the Air Tactical Group Supervisor; ac-
countability protocols; resource types and deployment meth-
ods; appropriate strategies and tactics for various types of air-
craft; availability, capabilities, and limitations of aircraft;
responders and other resources; communication problems
and needs; and communications requirements, methods, and
means.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC or Operations Section Chief, or-
ganizing and assigning aviation resources to achieve tactical
goals at an incident or planned event, evaluating incident in-
formation, managing communications, and communicating
in such a manner that information is successfully transferred
and objectives are met.

15.2.2 Manage the transfer of Air Tactical Group Supervisor
duties at an incident or planned event, given an incident or
planned event, an established command structure and an Air
Tactical Group Supervisor, an IAP, a current situation status,
incident documentation, and communications equipment, so
that incident information is exchanged, reports and plans for
the subsequent operational period are completed, continuity
of authority and situational awareness are maintained,
changes in incident complexity are accounted for, the new Air
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Tactical Group Supervisor is fully briefed on the incident or
planned event, and the new Air Tactical Group Supervisor is
identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of an Air Tactical Group
Supervisor within the ICS; organizational policies and proce-
dures for the Air Tactical Group; accountability protocols; re-
source types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations
of responders and other resources; communication problems
and needs; communications requirements; and types of tasks
and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

15.3 Perform the Role of Air Tactical Group Supervisor at an
Incident or Planned Event. This duty shall involve command
of the Air Tactical Operations within the Operations Section
of an ICS at an incident or planned event, monitoring inci-
dent conditions and needs, providing necessary information
to Command and General staff, and assigning and deploying
air-related resources to achieve incident tactical goals, accord-
ing to the following JPRs.

15.3.1* Participate in planning meetings at the request of the
Operations Section Chief or IC, given a planning meeting,
tactical air objectives, strategic approaches, and procedures
specific to the AHJ, so that operational objectives and strate-
gies are clarified, operational tactical objectives are selected,
resource needs are identified, and information is provided as
required for the development of the IAP.

(A) Requisite Knowledge. Procedures to request declaration
or cancellation of restricted airspace; maintenance of air traffic
control communication requirements with assigned aircraft;
communications with the Operations Section, Helicopter Coor-
dinator, Tanker/Fixed Wing Coordinator, Air Support Group
(usually Helibase Manager), and fixed wing support bases; pro-
cedures for emergency reassignment of aircraft; procedures for
scheduling of approved flights of nonincident aircraft in re-
stricted airspace; uses of nontactical aircraft; and familiarization
with procedures necessary to report and initiate an aircraft acci-
dent investigation.

(B) Requisite Skills. Preparing air operations forms and sum-
mary sheets and coordinating and scheduling infrared aircraft
flights.

15.3.2 Implement air support procedures in conjunction
with subordinates, given subordinates, IAP air operational ob-
jectives, a tactical approach, and operational procedures, so
that the air operations accomplish the IAP objectives, informa-
tion is continually updated, air support is provided, and alter-
natives are identified, evaluated, and selected.

(A) Requisite Knowledge. ICS organization structure expan-
sion procedures, communication skills, span-of-control proce-
dures, duties of the Air Tactical Group Supervisor, and ac-
countability and transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, implementing accountability procedures, and per-

forming tactical operations specific to the Air Support Group
Supervisor.

15.3.3 Implement and supervise air operation assignments,
helicopter coordinator, air operations resources, situation sta-
tus information, and operational procedures, so that divisions
and groups are known to the assigned personnel to accom-
plish tasks, specific work tasks are assigned to air operations,
appropriate span-of-control is maintained, plans and/or as-
signments are modified as dictated by incident conditions, re-
source needs for the personnel assigned are obtained, and the
Operations Section Chief is notified of necessary changes to
the IAP.

(A) Requisite Knowledge. ICS organization structure, expan-
sion procedures, communication skills, span-of-control proce-
dures, and tactics for the air operations, accountability, and
transfer of duty procedures.

(B) Requisite Skills. Communicating by radio and other
means, implementing accountability procedures, and per-
forming tactical operations specific to the assigned Air Tactical
Group Supervisor.

15.3.4 Approve accident and medical reports, given an injury
or illness and documentation of the injury or illness, so that
documentation of medical treatment and accidents is re-
viewed, approved, and tracked according to the policies and
procedures of the AHJ.

(A) Requisite Knowledge. Accident reporting forms for acci-
dent and injury reporting.

(B) Requisite Skills. Tracking and recording activity and
communicating by radio and other means.

15.3.5 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Air Tactical Group Supervisor, so that procedures are estab-
lished for work activities, work schedules are established, staff
resources to perform needed tasks are obtained, and tasks are
assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Air Tactical Group Supervisor, time manage-
ment requirements, management processes, types of informa-
tion sources, schedule types and display methods, and ICS
forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

15.3.6 Maintain a unit log, given an incident or planned
event assignment and a unit log form, so that significant deci-
sions, actions, events, and work activities are documented and
the form is completed according to procedures.

(A) Requisite Knowledge. Purpose and requirement of ICS
forms, agency standard operational procedures, information-
tracking methods, documentation methods, and understand-
ing of critical incident information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.
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15.3.7 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a de-
mobilization plan, so that staff understands the demobiliza-
tion process, procedures in the plan are followed, perfor-
mance ratings are completed, and staff are released according
to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 16 Planning Section Chief

16.1 General.

16.1.1* For qualification at the Planning Section Chief level, the
candidate shall meet the general knowledge requirements in
16.1.1.1, the general skill requirements in 16.1.1.2, and the job
performance requirements (JPRs) defined in Sections 16.2 and
16.3.

16.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Planning Section Chief, knowledge of the National In-
cident Management System (NIMS) and the Incident Com-
mand System (ICS), Incident Action Plan (IAP) development
process, typical IAP content, ICS forms, information display
types, use of communications devices, use of office supplies
and equipment for planning duties, requirements of manag-
ing a planning briefing, JPRs of the planning section staff,
standard operating procedures for the AHJ, and procedures
for stopping unsafe or incorrect acts or operations.

16.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resource needs, recognizing the need for supplemental tech-
nical knowledge, anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

16.2 Assume and Transfer the Position of Planning Section
Chief. This duty shall involve assuming the role of Planning
Section Chief at an incident or planned event and transferring
the duties of that role to another person at the appropriate
time, according to the following JPRs.

16.2.1 Assume role of Planning Section Chief within an ICS
at an incident or planned event, given an incident or planned
event, an IAP, an incident briefing, standard operating proce-
dures, and communications equipment, so that a Planning
Section is established; relevant situational information of the
incident is gained and maintained; the relationship with the
outgoing Planning Section Chief or other personnel perform-
ing the function (if previously established) is established and
maintained; the priorities, goals, and objectives of the Inci-
dent Commander (IC) are received and understood; notifica-
tion of position assumption is verbalized and documented;
and the location of the Planning Section Chief is identified
and confirmed with the IC.

(A) Requisite Knowledge. The role and duties of a Planning
Section Chief within the ICS; organizational policies and proce-
dures for the Planning Section Chief; accountability protocols;

resource types and deployment methods; Planning Section work
tasks; documentation methods and requirements; availability, ca-
pabilities, and limitations of responders and other resources; ap-
propriate strategies and tactics for handling various types of inci-
dents; communication problems and needs; communications
requirements, methods, and means; types of planning tasks and
assignment responsibilities; and technical references related to
the type of incident or planned event.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, understanding incident complexi-
ties and priorities, operating communications equipment,
and communicating in such a manner that information is suc-
cessfully transferred and objectives are met.

16.2.2 Manage the transfer of Planning Section Chief duties at
an incident or planned event, given an incident or planned
event, an established command structure and a Planning Section
Chief, an IAP, a current situation status, a command post, inci-
dent documentation, and communications equipment, so that
incident information is exchanged, reports and plans for the sub-
sequent operational period are completed, continuity of author-
ity and situational awareness are maintained, changes in incident
complexity are accounted for, the new Planning Section Chief is
fully briefed on the incident or planned event, and the new Plan-
ning Section Chief is identified.

(A) Requisite Knowledge. Transfer of duty procedures; the
role and duties of a Planning Section Chief within the ICS;
organizational policies and procedures for the Planning Sec-
tion Chief; accountability protocols; resource types and de-
ployment methods; documentation methods and require-
ments; briefing requirements; availability, capabilities, and
limitations of responders and other resources; appropriate
strategies and tactics for handling various types of incidents;
communication problems and needs; communications re-
quirements; types of planning; incident priorities and critical
incident information for various types of incidents; tasks and
assignment responsibilities; and technical references related
to the type of incident or planned event.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, communicating in such a
manner that information is successfully transferred and objec-
tives are met, and developing an IAP.

16.3 Perform the Role of Planning Section Chief at an Inci-
dent or Planned Event. This duty shall involve command of
the Planning Section within the ICS at an incident or planned
event, monitoring incident conditions and needs, providing
necessary information to Command and General staff, and
developing and maintaining an IAP, according to the follow-
ing JPRs.

16.3.1 Manage the Planning Section staff, given an inci-
dent or planned event, incident information, Planning Sec-
tion staff, incident documentation supplies, and communi-
cations equipment, so that Planning Section priorities are
established and units are coordinated within the section; a
planning cycle is established for the incident or planned
event and all Command and General Staff are informed;
Planning Units are activated to meet section resource
needs; work locations are assigned; units within the section
are coordinated; additional planning resource needs are
identified and requested; the safety, welfare, and account-
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ability of assigned planning personnel during the entire
period of command during the incident or planned event
are ensured; interpersonal and interagency working rela-
tionships are initiated and maintained; flexibility in deci-
sion making related to other section needs and incident
conditions is demonstrated, effective span-of-control is
maintained, and communication equipment is used cor-
rectly.

(A) Requisite Knowledge. Types of incident hazards; work
cycles and personnel rehabilitation requirements; ICS forms
and specific uses; accountability systems and procedures; re-
source types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations
of responders and other resources; appropriate strategies and
tactics for handling various types of incidents; strategic plan-
ning; situation analysis procedures; communications meth-
ods; and information display methods.

(B) Requisite Skills. Recognizing potentially hazardous situa-
tions, informing subordinates of hazards, managing staff, giv-
ing direction and setting goals and priorities for staff, analyz-
ing information and determining critical data, acquiring and
documenting information and orders from the IC, using ref-
erence materials, managing communications, communicat-
ing in such a manner that information is successfully trans-
ferred and objectives are met, and identifying training
deficiencies within assigned staff.

16.3.2 Collect, evaluate, and process resource and situational
incident information, given an incident or planned event, re-
source and situation status information, incident documentation
supplies and equipment, and communication equipment, so
that all incident information is obtained, situational awareness is
achieved and maintained, the present plan of action is assessed, a
planning cycle is established for the incident or planned event
and all Command and General Staff are informed, Planning
Unit priorities are established, additional incident resource
needs are identified, incident status is monitored and alternative
strategies are developed, necessary information is presented dur-
ing operational briefings, demobilization is considered through-
out the incident or planned event in resource planning deci-
sions, incident documentation is completed correctly, and
communication equipment is used correctly.

(A) Requisite Knowledge. Types of incident hazards; work
cycles and personnel rehabilitation requirements; ICS forms
and specific uses; accountability systems and procedures; re-
source types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations
of responders and other resources; appropriate strategies and
tactics for handling various types of incidents; strategic plan-
ning; situation analysis procedures; weather data collection
options; demobilization planning; communication methods;
and information display methods.

(B) Requisite Skills. Manage staff, establishing information
requirements and reporting requirements for section, giving
direction and setting goals and priorities for staff, analyzing
information and determining critical data, acquiring and
documenting information and orders from the IC, using ref-
erence materials, managing communications, communicat-
ing in such a manner that information is successfully trans-
ferred and objectives are met, and identifying training
deficiencies within assigned staff.

16.3.3 Conduct a planning meeting at an incident or planned
event, given an incident or planned event, resource and situation

status information, resources assigned to the Planning Section,
incident strategic and tactical goals information, potential meet-
ing facilities, and incident documentation equipment and sup-
plies, so that support staff are aware of meeting assignments; a
functional meeting facility is selected; an agenda reflecting the
needs of the incident or planned event is developed; Command
Staff members are able to identify requirements for their respec-
tive sections; relevant political considerations and/or agency
policy and legal or fiscal constraints are used when reviewing stra-
tegic plans and an IAP; the IAP can be implemented and sup-
ported; elements of the IAP required from other sections are
identified; the meeting meets its objectives and covers the
agenda in scheduled time; information developed at the meeting
is transmitted to the appropriate members of the ICS structure in
a timely and efficient manner; the development, approval, and
implementation of transfer of command is coordinated when
the incident escalates/deescalates; and incident documentation
equipment and supplies are used correctly.

(A) Requisite Knowledge. Planning meeting requirements
and elements, planning staff support requirements, meeting
facility requirements, information displays, agenda setting,
planning meeting coordination and management require-
ments, and communication methods.

(B) Requisite Skills. Coordinating, facilitating, and manag-
ing meetings, developing meeting agendas, managing group
time frames, developing information displays, and using com-
munications devices.

16.3.4 Coordinate the development or revision of an IAP,
given an incident or planned event, situation and resource
status information, incident documentation equipment and
supplies, and communication equipment, so that Planning
Section staff completes the required elements of the IAP
within required time frames of the planning cycle, the IAP
meets the operational needs of the incident or planned event,
the IAP is approved by the IC and distributed to appropriate
recipients, changes from an existing IAP are emphasized in
the operational period briefing, incident documentation
equipment and supplies are used correctly, and communica-
tions equipment is used correctly.

(A) Requisite Knowledge. Types of incident hazards, work
cycles and personnel rehabilitation requirements, ICS forms
and specific uses, accountability systems and procedures, mo-
bilization procedures and requirements, check-in procedures,
strategic planning, situation analysis procedures, planning
cycle requirements, communications methods, information
display methods, IAP elements, operational briefing require-
ments, types of situation information sources, understanding
of operational periods and work cycles, weather data collec-
tion requirements, traffic plan requirements, and alternative
strategy development.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, establishing information re-
quirements and reporting schedules, using ICS forms, devel-
oping written communications, developing incident maps and
charts, developing information displays, using communica-
tions devices, developing alternative strategies, identifying
need for use of specialized resources or technical experts, pre-
senting IAP information clearly and participating in discus-
sion of IAP elements, and predicting incident outcomes.

16.3.5 Evaluate the need for and coordinate the use of Techni-
cal Specialists, given an incident or planned event and specific
operational needs so that technical specialists with specialized
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knowledge and expertise are integrated into the ICS structure
for consultation and their input is included in the development
of alternative strategies for control objectives and the IAP.

(A) Requisite Knowledge. Types of technical specialists for
various incidents, contact information for acquiring technical
specialists, technical specialist support requirements, and ca-
pabilities, uses, and limitations of various technical specialists.

(B) Requisite Skills. Communicating with outside agency
representatives and technical specialists, analyzing situation
status information to determine the need for technical spe-
cialists, and coordinating the use of outside resources.

16.3.6 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and assigned duties to the
Planning Section Chief, so that procedures are established for
work activities, work schedules are established, staff resources
to perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Planning Section Chief, time management
requirements, management processes, types of information
sources, schedule types and display methods, and ICS forms
and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

16.3.7 Maintain a unit log, given an incident or planned
event assignment and the unit log form, so that significant
decisions, actions, events, and work activities are documented
and the form is completed.

(A) Requisite Knowledge. Purpose and requirement of ICS
forms, agency standard operational procedures, information-
tracking methods, documentation methods, and understand-
ing of critical incident information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

16.3.8 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a de-
mobilization plan, so that staff understands the demobiliza-
tion process, procedures in the plan are followed, perfor-
mance ratings are completed, and staff are released according
to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 17 Resources Unit Leader

17.1 General.

17.1.1* For qualification at the Resources Unit Leader level, the
candidate shall meet the general knowledge requirements in
17.1.1.1, the general skill requirements in 17.1.1.2, and the job
performance requirements (JPRs) defined in Sections 17.2 and
17.3.

17.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the role
of Resources Unit Leader, knowledge of the National Incident
Management System (NIMS) and the Incident Command Sys-
tem (ICS), Incident Action Plan (IAP) content, ICS forms, office
supplies and equipment used for planning duties, types of re-
sources commonly used at emergency events, agency standard
operating procedures, and procedures for stopping unsafe or
incorrect acts or operations.

17.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, and anticipating hazards and
taking action in a proactive manner to ensure responder safety
and health, organizing tasks and tracking location of re-
sources, utilizing communications devices, presenting infor-
mation in a clear and logical fashion, and recognizing and
identifying unsafe acts and operations.

17.2 Assume and Transfer the Position of Resources Unit
Leader. This duty shall involve assuming the role of Resources
Unit Leader at an incident or planned event and transferring
the duties of that role to another person at the appropriate
time, according to the following JPRs.

17.2.1 Assume the role of Resources Unit Leader within an
ICS at an incident or planned event, given an incident or
planned event, an IAP, an incident briefing, standard operat-
ing procedures, and communications equipment, so that a
Resources Unit is established; relevant situational information
of the incident is gained and maintained; the relationship
with the outgoing Resources Unit Leader or other personnel
performing the function (if previously established) is estab-
lished and maintained; the priorities, goals and objectives of
the Incident Commander (IC) and Planning Section are re-
ceived and understood; notification of position assumption is
verbalized and documented; and the location of the Re-
sources Unit Leader is identified and confirmed with the Plan-
ning Section Chief or IC.

(A) Requisite Knowledge. The role and duties of a Resources
Unit Leader within the ICS; organizational policies and proce-
dures for the Resources Unit Leader; accountability protocols;
resource types and deployment methods; use of ICS forms;
documentation methods and requirements; availability, capa-
bilities, and limitations of responders and other resources;
communication problems and needs; communications re-
quirements, methods, and means; types of tasks; and assign-
ment responsibilities.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC or Planning Section Chief, using
reference materials, evaluating incident information, manag-
ing communications, completing ICS forms, and communi-
cating in such a manner that information is successfully trans-
ferred and objectives are met.

17.2.2 Manage the transfer of Resources Unit Leader duties
at an incident or planned event, given an incident or planned
event, an established command structure and a Resources
Unit Leader, an IAP either written or verbal, a current situa-
tion status, a command post, incident documentation, and
communications equipment, so that incident information is
exchanged, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident complexity are
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accounted for, the new Resources Unit Leader is fully briefed
on the incident or planned event, and the new Resources Unit
Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Resources Unit
Leader within an ICS; organizational policies and procedures
for the Resources Unit Leader; accountability protocols; re-
source types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations
of responders and other resources; communication problems
and needs; communications requirements; types of tasks; and
assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Planning Section Chief, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

17.3 Perform the Role of Resources Unit Leader at an Inci-
dent or Planned Event. This duty shall involve establishing
incident check-in activities; acquiring adequate workspace
and resources to do the job; preparing and processing re-
source status information; preparing and maintaining dis-
plays, charts, and lists that reflect the current status and loca-
tion of incident resources, transportation, and support
vehicles; and maintaining a master check-in list of resources
with credentialing and typing information assigned to the in-
cident or planned event, according to the following JPRs.

17.3.1 Establish the check-in function at the incident facili-
ties and verify that resources on the scene are checked in,
given an incident or planned event, existing resource status
and situation status information, incident documentation sup-
plies and equipment, and communication equipment, so that
contact with incident facilities are established, all resources
arriving at incident facilities are checked in and accounted
for, the accuracy of the resources list is maintained, credential-
ing is verified, resource status documentation is completed
correctly, and communications equipment is used correctly.

(A) Requisite Knowledge. The role and duties of a status
check-in recorder within ICS; organizational policies and pro-
cedures for the Resources Unit Leader; accountability proto-
cols, resource credentialing and types; documentation meth-
ods and requirements; capabilities, availability, and limitations
of responders and other resources; communication problems
and needs; communications requirements, methods, and
means; types of tasks and assignment responsibilities; facilities
where check-in may occur; and appropriate ICS forms.

(B) Requisite Skills. Collecting, evaluating, and processing
resource check-in and status information, maintaining docu-
mentation, and using ICS forms.

17.3.2 Acquire workspace and resources to perform assigned
duties in coordination with facilities and supply units, given an
incident or planned event and the duties of a Resources Unit
Leader, so that adequate workspace is established at each facil-
ity and resources to assure documentation of check-in and
tracking of resources are acquired.

(A) Requisite Knowledge. Resource requirements needed to
support the Resource Unit Leader duties, Logistics Section
responsibilities and capabilities, documentation require-
ments, and ICS forms.

(B) Requisite Skills. Using coordination skills to acquire re-
sources from the Logistics Section and using assessment skills
to determine the resource needs of the unit.

17.3.3 Prepare for and participate in planning meetings at an
incident or planned event, given an incident or planned
event, resource and status information, ICS incident planning
forms, and incident documentation equipment and supplies,
so that accurate resource status information is provided for
use at planning meetings and incident documentation forms,
equipment, and supplies are used correctly.

(A) Requisite Knowledge. Use of ICS forms, resource track-
ing methods, resource display and documentation methods,
and planning briefing requirements.

(B) Requisite Skills. Organizing resource status information,
developing resource information displays, using ICS forms,
communicating in writing and verbally, forecasting critical re-
source shortages, and estimating potential resource needs.

17.3.4 Prepare and maintain the ongoing resource status dis-
play and summary information, given an incident or planned
event, resource status information, display format, other display
requirements of Command staff, incident documentation equip-
ment and supplies, and communications equipment, so that all
resources on the incident or planned event are accounted for,
locations and assignments are displayed or summarized in the
required format (master list), other display requirements of
Command staff are met, surpluses of resources are identified and
shared in the planning and demobilization process, incident
documentation equipment and supplies are used correctly, and
communications equipment is used.

(A) Requisite Knowledge. ICS forms and specific uses, ac-
countability systems and procedures, resource types and de-
ployment methods, resource typing and allocation, and docu-
mentation methods and requirements.

(B) Requisite Skills. Organizing resource status information,
developing resource information displays, using ICS forms,
communicating in writing and verbally, forecasting critical re-
source shortages, and estimating potential resource needs.

17.3.5 Assemble and disassemble task forces and strike teams
when directed, given direction from the Operations Section
Chief or the IC on the type and kind of resource needed, an
incident or planned event, resource and status information,
ICS incident planning forms, and incident documentation
equipment and supplies, so that task forces and strike teams
are organized upon request using available resources and
span-of-control is maintained.

(A) Requisite Knowledge. Resource typing systems, ICS forms,
and documentation requirements.

(B) Requisite Skills. Using the Resource typing reference
book, using ICS forms, organizing resources, and document-
ing information.

17.3.6 Maintain and update the IAP based on changes made
during the operational briefing, given an IAP, an operational
briefing meeting, and changes made to the plan during the
meeting, so that the plan is corrected to reflect the changes
made during the briefing and the IAP is given to the Docu-
mentation Unit for filing.

(A) Requisite Knowledge. Elements of an IAP, Planning Sec-
tion documentation requirements, and use of ICS forms.
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(B) Requisite Skills. Using documentation skills, coordina-
tion skills, and developing clear written communications.

17.3.7 Maintain a unit log, given an incident or planned
event assignment and a unit log form, so that significant deci-
sions, actions, events, and work activities are documented and
the form is completed according to procedures.

(A) Requisite Knowledge. Use of ICS forms, agency standard
operational procedures, information tracking methods, docu-
mentation methods, and understanding of critical incident
information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

17.3.8 Manage the workflow process and set time schedules
to accomplish assigned duties, given an incident or planned
event, duties of the Resources Unit, and special requests for
information, so that procedures are established for work ac-
tivities, work schedules are established, staff resources to per-
form needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the Re-
sources Unit, time management requirements, duties of Re-
sources Unit positions, management processes, types of informa-
tion sources, schedule types and display methods, and ICS forms
and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time. collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC or
Planning Section Chief.

17.3.9 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,
procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 18 Situation Unit Leader

18.1 General.

18.1.1* For qualification at the Situation Unit Leader level, the
candidate shall meet the general knowledge requirements in
18.1.1.1, the general skill requirements in 18.1.1.2, and the job
performance requirements (JPRs) defined in Sections 18.2 and
18.3.

18.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Situation Unit Leader, knowledge of the National
Incident Management System (NIMS) and the Incident
Command System (ICS), Incident Action Plan (IAP) con-
tent, ICS forms, information display types, office supplies
and equipment for planning duties, requirements of a plan-
ning briefing, JPRs of the situation unit staff, knowledge of
agency standard operating procedures, and procedures for
stopping unsafe or incorrect acts or operations.

18.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resource needs, recognizing the need for supplemental tech-
nical knowledge, anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

18.2 Assume and Transfer the Position of Situation Unit
Leader. This duty shall involve assuming the role of Situation
Unit Leader at an incident or planned event and transferring
the duties of that role to another person at the appropriate
time, according to the following JPRs.

18.2.1 Assume role of Situation Unit Leader within an ICS at
an incident or planned event, given an incident or planned
event, an IAP, an incident briefing, standard operating proce-
dures, and communications equipment, so that a Situation
Unit is established; relevant situational information of the in-
cident is gained and maintained; the relationship with the out-
going Situation Unit Leader or other personnel performing
the function (if previously established) is established and
maintained; the priorities, goals, and objectives of the Inci-
dent Commander (IC) and Planning Section are received and
understood, notification of position assumption is verbalized
and documented; and the location of the Situation Unit
Leader is identified and confirmed with the Planning Section
Chief or IC.

(A) Requisite Knowledge. The role and duties of a Situation
Unit Leader within an ICS; organizational policies and proce-
dures for the Situation Unit Leader; accountability protocols; re-
source types and deployment methods; documentation methods
and requirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications requirements, methods, and means;
types of tasks; and assignment responsibilities.

(B) Requisite Skills. Acquiring and documenting information
and orders from the IC or Planning Section Chief, using refer-
ence materials, evaluating incident information, managing com-
munications, and communicating in such a manner that infor-
mation is successfully transferred and objectives are met.

18.2.2 Manage the transfer of Situation Unit Leader duties at
an incident or planned event, given an incident or planned
event, an established command structure and a Situation Unit
Leader, an IAP either written or verbal, a current situation
status, a command post, incident documentation, and com-
munications equipment, so that incident information is ex-
changed, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident complexity are
accounted for, the new Situation Unit Leader is fully briefed
on the incident or planned event, and the new Situation Unit
Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Situation Unit
Leader within ICS; organizational policies and procedures for
the Situation Unit Leader; accountability protocols; resource
types and deployment methods; documentation methods and
requirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications requirements, methods, and means;
and types of tasks and assignment responsibilities.
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(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Planning Section Chief, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

18.3* Perform the Role of Situation Unit Leader at an Inci-
dent or Planned Event. This duty shall involve collection, pro-
cessing, and organization of incident status and situational in-
formation and the evaluation, analysis, display, and
dissemination of that information for use by the incident per-
sonnel, stakeholders, and agency dispatchers.

18.3.1 Collect and analyze situation data, given an incident
or planned event and sources of information, so that emer-
gency operations plans, mobilization plans, maps, remote
sensing data, photographs, and other situational data (e.g.,
real-time observations and intelligence) are obtained and a
common operational picture is created.

(A) Requisite Knowledge. Types of information sources, re-
source types and deployment methods, ICS forms and specific
uses, documentation methods and requirements, strategies
and tactics for handling various types of incidents, situational
analysis procedures, communications methods, and informa-
tion display methods.

(B) Requisite Skills. Collecting and organizing information,
analyzing information and determining critical data, acquir-
ing and documenting information and orders from the IC or
Planning Section Chief, using reference materials, managing
communications, and communicating in such a manner that
information is successfully transferred and objectives are met.

18.3.2 Prepare predictions or forecast changes in the com-
mon operational picture when requested, given a request, an
incident or planned event, and sources of information, so that
probable changes are identified, impacts are analyzed, and
results are communicated.

(A) Requisite Knowledge. Types of information sources, re-
source types and deployment methods, ICS forms and specific
uses, documentation methods and requirements, strategies
and tactics for handling various types of incidents, situational
analysis procedures, communications methods, and informa-
tion display methods.

(B) Requisite Skills. Collecting and organizing information,
analyzing information and determining critical data, acquir-
ing and documenting information and orders from the IC or
Planning Section Chief, using reference materials, managing
communications, and communicating in such a manner that
information is successfully transferred and objectives are met.

18.3.3 Prepare and maintain the command post situation sta-
tus display, given an incident or planned event, situation status
information, display format, other display requirements of
Command staff, incident documentation equipment and sup-
plies, and communications equipment, so that the common
operational picture of the incident or planned event is devel-
oped and displayed, other display requirements of Command
staff are met, incident documentation equipment and sup-
plies are used correctly, and communications equipment is
used correctly.

(A) Requisite Knowledge. Types of information sources, re-
source types and deployment methods, ICS forms and specific

uses, documentation methods and requirements, communi-
cations methods, and information display methods.

(B) Requisite Skills. Collecting and organizing information,
acquiring and documenting information and orders from the IC
or Planning Section Chief, using reference materials, managing
communications, and communicating in such a manner that in-
formation is successfully transferred and objectives are met.

18.3.4 Prepare the incident status summary, given an inci-
dent or planned event; situational status information; input
from the IC, Resources Status Unit, Finance/Administration
Section Chief, and Safety Officer; and incident documenta-
tion equipment and supplies, so that the common operating
picture is documented and communicated.

(A) Requisite Knowledge. Types of information sources, re-
source types and deployment methods, ICS forms and specific
uses, documentation methods and requirements, strategies
and tactics for handling various types of incidents, situational
analysis procedures, communications methods, and informa-
tion display methods.

(B) Requisite Skills. Collecting and organizing information,
analyzing information and determining critical data, acquir-
ing and documenting information and orders from the IC or
Planning Section Chief, using reference materials, managing
communications, and communicating in such a manner that
information is successfully transferred and objectives are met.

18.3.5 Prepare for and participate in planning meetings at an
incident or planned event, given an incident or planned
event, situational status information, ICS incident planning
forms, and incident documentation equipment and supplies,
so that accurate situational status information is provided for
use at planning meetings; information such as helispots, drop
points, and staging areas identified by the Operations Section
Chief are tracked and mapped for use in maps and the IAP;
and incident documentation forms, equipment, and supplies
are used according to standard operating procedures (SOPs).

(A) Requisite Knowledge. Planning meeting requirements,
types of information sources, resource types and deployment
methods, incident facility types, ICS forms and specific uses, map-
ping methods, documentation methods and requirements, com-
munications methods, and information display methods.

(B) Requisite Skills. Collecting and organizing information,
acquiring and documenting information and orders from the IC
or Planning Section Chief, using reference materials, managing
communications, and communicating in such a manner that in-
formation is successfully transferred and objectives are met.

18.3.6 Prepare a traffic plan, given an incident or planned
event, assistance from the Ground Support Unit, and safety con-
siderations, so that the traffic plan identifies the points of access
for the incident or planned event, routes of travel and direction
of traffic flow between incident facilities and within the incident
perimeter, and safety considerations are incorporated.

(A) Requisite Knowledge. Types of information sources, re-
source types and deployment methods, ICS forms and specific
uses, mapping methods, documentation methods and re-
quirements, communications methods, and information dis-
play methods.

(B) Requisite Skills. Collecting and organizing information,
analyzing information and determining critical data, acquir-
ing and documenting information and orders from the IC or
Planning Section Chief, using reference materials, managing
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communications, and communicating in such a manner that
information is successfully transferred and objectives are met.

18.3.7 Maintain incident history on maps, photographs, and
other records, given an incident or planned event, periodic situ-
ation status reports, and maps so that the incident chronology,
accomplishment of operational benchmarks, and changes in in-
cident size and complexity are documented and the incident nar-
rative is completed according to procedures for use in the postin-
cident analysis and the After Action Report.

(A) Requisite Knowledge. Types of information sources, re-
source types and deployment methods, ICS forms and specific
uses, documentation methods and requirements, communi-
cations methods, and information display methods.

(B) Requisite Skills. Collecting and organizing information,
analyzing information and determining critical data, acquir-
ing and documenting information and orders from the IC or
Planning Section Chief, using reference materials, managing
communications, and communicating in such a manner that
information is successfully transferred and objectives are met.

18.3.8 Maintain a unit log, given an incident or planned
event assignment and a unit log form, so that significant deci-
sions, actions, events, and work activities are documented and
the form is completed.

(A) Requisite Knowledge. Purpose and requirement of ICS
forms, agency standard operational procedures, information-
tracking methods, documentation methods, and understand-
ing of critical incident information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

18.3.9 Acquire the workspace and resources needed to per-
form assigned duties in coordination with facilities and supply
units, given an incident and the duties of the Situation Unit, so
that workspace is established at each facility and resources to
assure documentation of check-in and tracking of resources
are acquired.

(A) Requisite Knowledge. Resource requirements needed to
support the Situation Unit duties, Logistics Section responsi-
bilities and capabilities, ICS forms, types of information
sources, documentation methods and requirements, commu-
nications methods, and information display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources from Logistics Section, using assessment skills to deter-
mine resource needs of the unit, collecting and organizing infor-
mation, and assessing workspace and resource requirements.

18.3.10 Manage the workflow process and set time schedules
to accomplish assigned duties, given an incident or planned
event, duties of a Situation Unit, and special requests for infor-
mation, so that procedures are established for work activities,
work schedules are established, staff resources to perform
needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the Situ-
ation Unit, time management requirements, the duties of the
Situation Unit positions, management processes, types of in-
formation sources, schedule types and display methods, and
ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring

and documenting information and orders from the IC or
Planning Section Chief.

18.3.11 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,
procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 19 Documentation Unit Leader

19.1 General.

19.1.1* For qualification at the Documentation Unit Leader
level, the candidate shall meet the general knowledge require-
ments in 19.1.1.1, the general skill requirements in 19.1.1.2,
and the job performance requirements (JPRs) defined in Sec-
tions 19.2 and 19.3.

19.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Documentation Unit Leader, knowledge of the Na-
tional Incident Management System (NIMS) and the Incident
Command System (ICS), ICS forms, communications devices,
Planning Section functions, Planning Section positions and
responsibilities, and knowledge of procedures for stopping
unsafe or incorrect acts or operations.

19.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, documenting with skill, communicating verbally and
in writing, using ICS forms, and recognizing and identifying
unsafe acts and operations.

19.2 Assume and Transfer Position of Documentation Unit
Leader. This duty shall involve assuming the role of Documen-
tation Unit Leader at an incident or planned event and trans-
ferring the duties of that role to another person at the appro-
priate time, according to the following JPRs.

19.2.1 Assume role of Documentation Unit Leader within an
ICS at an incident or planned event, given an incident or
planned event, an Incident Action Plan (IAP), an incident brief-
ing, standard operating procedures, and communications equip-
ment, so that a Documentation Unit is established; situational
information of the incident is gained and maintained; the rela-
tionship with the outgoing Documentation Unit Leader or other
personnel performing the function (if previously established) is
established and maintained; the priorities, goals, and objectives
of the Incident Commander (IC) and Planning Section Chief are
received and understood; notification of position assumption is
verbalized and documented; and the location of Documentation
Unit Leader is identified and confirmed with the Planning Sec-
tion Chief or IC.

(A) Requisite Knowledge. The role and duties of a Documen-
tation Unit Leader within the ICS; organizational policies and
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procedures for the Documentation Unit Leader; accountabil-
ity protocols; resource types and deployment methods; docu-
mentation methods and requirements; availability, capabili-
ties, and limitations of responders and other resources;
communication problems and needs; communications re-
quirements, methods, and means; and types of tasks and as-
signment responsibilities.

(B) Requisite Skills. Acquiring and documenting information
and orders from the IC or Planning Section Chief, using refer-
ence materials, evaluating incident information, managing com-
munications, and communicating in such a manner that infor-
mation is successfully transferred and objectives are met.

19.2.2 Manage the transfer of Documentation Unit Leader
duties at an incident or planned event, given an incident or
planned event, an established command structure and a
Documentation Unit Leader, an IAP either written or verbal, a
current situation status, a command post, incident documen-
tation, and communications equipment, so that incident in-
formation is exchanged, reports and plans for the subsequent
operational period are completed, continuity of authority and
situational awareness are maintained, changes in incident
complexity are accounted for, the new Documentation Unit
Leader is fully briefed on the incident or planned event, and
the new Documentation Unit Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of the ICS forms; the role and duties of a Documentation
Unit Leader within the ICS; organizational policies and proce-
dures for the Documentation Unit Leader; accountability pro-
tocols; resource types and deployment methods; documenta-
tion methods and requirements; availability, capabilities, and
limitations of responders and other resources; communica-
tion problems and needs; communications requirements;
types of tasks; and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Planning Section Chief, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

19.3 Perform the Role of Documentation Unit Leader at an
Incident or Planned Event. This duty shall involve maintaining
accurate and complete incident or planned event files, provid-
ing duplication services to incident personnel, and packing
and storing incident files.

19.3.1 Establish, organize, and maintain incident files, given
an incident or planned event and incident files, so that the
files contain, at a minimum, the original IAP and duplicate
copies of all official forms and reports, including those gener-
ated electronically; the files are organized by operational peri-
ods and by ICS function within the operational period; and
the records are checked for accuracy and completeness.

(A) Requisite Knowledge. Information sources, use of ICS
forms, the role and duties of a Documentation Unit Leader
within the ICS, organizational policies and procedures for the
Documentation Unit Leader, types of incident documents and
files, IAP contents, ICS reporting processes, operational pe-
riod concept, and ICS functions.

(B) Requisite Skills. Organizing ICS forms and other incident
documentation, maintaining files, maintaining accuracy of inci-

dent information, using ICS forms, using electronic files and
forms, and assessing completeness of documentation.

19.3.2 Provide duplication services at an incident or planned
event, given an incident or planned event, duplication equip-
ment and supplies, or a duplication provider, so that requests
for duplication services are fulfilled as required.

(A) Requisite Knowledge. Types of duplication services re-
quired at an emergency event; duplication methods, supplies,
and materials; and uses of various kinds of duplication equip-
ment.

(B) Requisite Skills. Using duplication equipment, supplies,
and materials.

19.3.3 Provide for the storage of incident records, given an
incident or planned event, incident records, and a storage
system, so that records are stored according to procedures.

(A) Requisite Knowledge. Types of incident records and
documentation, types of storage systems and supplies, storage
methods, and agency storage policies and procedures.

(B) Requisite Skills. Using storage systems and supplies.

19.3.4 Acquire workspace and resources to perform assigned
duties in coordination with facilities and supply units, given an
incident or planned event and the duties of Documentation
Unit, so that workspace is established at each facility and re-
sources to assure documentation of check-in and tracking of
resources are acquired.

(A) Requisite Knowledge. Resource requirements needed to
support the Documentation Unit duties, Planning Section re-
sponsibilities and capabilities, ICS forms, types of information
sources, documentation methods and requirements, commu-
nications methods, and information display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources from Logistics Section, using assessment skills to deter-
mine resource needs of the unit, collecting and organizing infor-
mation, and assessing workspace and resource requirements.

19.3.5 Manage the workflow process and set time schedules
to accomplish assigned duties, given an incident or planned
event, duties of the Documentation Unit, and special requests
for information, so that procedures are established for work
activities, work schedules are established, staff resources to
perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the
Documentation Unit, time management requirements, duties
of Documentation Unit positions, management processes,
types of information sources, schedule types and display meth-
ods, and ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC or
Planning Section Chief.

19.3.6 Maintain a unit log, given an incident assignment and
a unit log form, so that significant decisions, actions, events,
and work activities are documented and the form is completed
according to procedures.
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(A) Requisite Knowledge. Use of ICS forms, agency standard
operational procedures, information-tracking methods, docu-
mentation methods, and understanding of critical incident
information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

19.3.7 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,
procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 20 Demobilization Unit Leader

20.1 General.

20.1.1* For qualification at the Demobilization Unit Leader
level, the candidate shall meet the general knowledge require-
ments in 20.1.1.1, the general skill requirements in 20.1.1.2,
and the job performance requirements (JPRs) defined in Sec-
tions 20.2 and 20.3.

20.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Demobilization Unit Leader, knowledge of the Na-
tional Incident Management System (NIMS) and the Incident
Command System (ICS), Incident Action Plan (IAP) content,
ICS forms, information display types, types of communica-
tions devices, office supplies and equipment for planning du-
ties, requirements of a planning briefing, JPRs of the Docu-
mentation Unit staff, knowledge of agency standard operating
procedures, and knowledge of procedures for stopping unsafe
or incorrect acts or operations.

20.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, communicating verbally and in writing, utilizing com-
munications devices, organizing and presenting information
in a clear and logical fashion, identifying training needs of
assigned staff personnel, and recognizing and identifying un-
safe acts and operations.

20.2 Assume and Transfer the Position of Demobilization
Unit Leader. This duty shall involve assuming the role of De-
mobilization Unit Leader at an incident or planned event and
transferring the duties of that role to another person at the
appropriate time, according to the following JPRs.

20.2.1 Assume role of Demobilization Unit Leader within an
ICS at an incident or planned event, given an incident or
planned event, an IAP, an incident briefing, standard operat-
ing procedures, and communications equipment, so that a
Demobilization Unit is established; situational information of
the incident is gained and maintained; the relationship with
the outgoing Demobilization Unit Leader or other personnel

performing the function (if previously established) is estab-
lished and maintained; the priorities, goals and objectives of
the Incident Commander (IC) and Planning Section Chief
are received and understood; notification of position assump-
tion is verbalized and documented; and the location of Demo-
bilization Unit Leader is identified and confirmed with the
Planning Section Chief or IC.

(A) Requisite Knowledge. The role and duties of a Demobili-
zation Unit Leader within the ICS; organizational policies and
procedures for the Demobilization Unit Leader; accountabil-
ity protocols; resource types and deployment methods; docu-
mentation methods and requirements; availability, capabili-
ties, and limitations of responders and other resources;
communication problems and needs; communications re-
quirements, methods, and means; and types of tasks and as-
signment responsibilities.

(B) Requisite Skills. Acquiring and documenting information
and orders from the IC or Planning Section Chief, using refer-
ence materials, evaluating incident information, managing com-
munications, and communicating in such a manner that infor-
mation is successfully transferred and objectives are met.

20.2.2 Manage the transfer of Demobilization Unit Leader
duties at an incident or planned event, given an incident or
planned event, an established command structure and a De-
mobilization Unit Leader, an IAP either written or verbal, a
current situation status, a command post, incident documen-
tation, and communications equipment, so that incident in-
formation is exchanged, reports and plans for the subsequent
operational period are completed, continuity of authority and
situational awareness are maintained, changes in incident
complexity are accounted for, the new Demobilization Unit
Leader is fully briefed on the incident or planned event, and
the new Demobilization Unit Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Demobilization Unit
Leader within the ICS; organizational policies and procedures
for the Demobilization Unit Leader; accountability protocols;
resource types and deployment methods; documentation
methods and requirements; availability, capabilities, and limi-
tations of responders and other resources; communication
problems and needs; communications requirements; and
types of tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Planning Section Chief, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

20.3 Perform the Role of Demobilization Unit Leader at an
Incident or Planned Event. This duty shall involve the prepa-
ration of the demobilization plan and schedule, and assists the
Command and General Staff in ensuring an orderly, safe, and
efficient movement of personnel and equipment from the in-
cident or planned event.

20.3.1 Prepare the demobilization plan for an incident or
planned event, given an incident or planned event, resources
assigned to the incident or planned event, the priorities and
objectives of the IC, Operations Section resource needs,
agency representatives’ needs and priorities, possibility of an
emergency demobilization, sources of information for Finance/
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Administration Section Chief, supply and other incident check-
out stops, logistics and transportation capabilities needed, and
communications methods with off-incident facilities, so that the
demobilization plan meets the IC’s priorities and objectives, the
Operations Section and stakeholder needs, check-out proce-
dures are included, procedures for emergency demobilization
are included, and movement of resources is achieved in an or-
derly, safe, and efficient manner according to procedures, and
the plan is approved.

(A) Requisite Knowledge. Types of information sources, re-
source types and demobilization methods, ICS forms and specific
uses, documentation methods and requirements, communica-
tions methods, information display methods, and understanding
of standard and emergency operating procedures.

(B) Requisite Skills. Collecting and organizing information,
analyzing information and determining critical data, acquir-
ing and documenting information and orders from the IC or
Planning Section Chief, using reference materials, managing
communications, and communicating in such a manner that
information is successfully transferred and objectives are met.

20.3.2 Implement the demobilization plan for an incident or
planned event and the Demobilization Unit, given an incident
or planned event, the demobilization plan, and methods of
communication, so that the plan is distributed, the schedule
and process are understood by those affected, progress is
monitored, procedures are followed and corrective action is
taken to resolve problems, and staff assigned to the Demobili-
zation Unit are released when no longer required for the inci-
dent or planned event.

(A) Requisite Knowledge. Types of information sources, re-
source types and deployment methods, ICS forms and specific
uses, documentation methods and requirements, communi-
cations methods, and information display methods.

(B) Requisite Skills. Collecting and organizing information,
analyzing information and determining critical data, acquir-
ing and documenting information and orders from the IC or
Planning Section Chief, and managing communications.

20.3.3 Acquire workspace and resources to perform assigned
duties in coordination with the Facilities Unit Leader and the
Supply Unit Leader, given an incident or planned event and
the duties of the Demobilization Unit, so that a workspace is
established at each facility and resources to assure documen-
tation of check-in and tracking of resources are acquired.

(A) Requisite Knowledge. Resource requirements needed to
support the Demobilization Unit duties, Planning Section re-
sponsibilities and capabilities, ICS forms, types of information
sources, documentation methods and requirements, commu-
nications methods, and information display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources from Logistics Section, using assessment skills to deter-
mine resource needs of the unit, collecting and organizing infor-
mation, and assessing workspace and resource requirements.

20.3.4 Manage the workflow process and set time schedules
to accomplish assigned duties, given an incident or planned
event, the duties of the Demobilization Unit, and special re-
quests for information, so that procedures are established for
work activities, work schedules are established, staff resources
to perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the De-
mobilization Unit, time management requirements, duties of

Demobilization Unit positions, management processes, types
of information sources, schedule types and display methods,
and ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC or
Planning Section Chief.

20.3.5 Maintain a unit log, given an incident assignment and a
unit log form, so that significant decisions, actions, events, and
work activities are documented and the form is completed.

(A) Requisite Knowledge. Use of ICS forms, agency standard
operational procedures, information-tracking methods, docu-
mentation methods, and understanding of critical incident
information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

Chapter 21 Logistics Section Chief

21.1 General.

21.1.1* For qualification at the Logistics Section Chief level, the
candidate shall meet the general knowledge requirements in
21.1.1.1, the general skill requirements in 21.1.1.2, and the job
performance requirements (JPRs) defined in Sections 21.2 and
21.3.

21.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Logistics Section Chief, knowledge of the National In-
cident Management System (NIMS) and the Incident Com-
mand System (ICS), Incident Action Plan (IAP) content, ICS
forms, information display types, types of communications de-
vices, office supplies and equipment for Logistics duties, re-
quirements of managing the Logistics function, JPRs of the
Logistics section staff, knowledge of agency standard operat-
ing procedures, and knowledge of procedures for stopping
unsafe or incorrect acts or operations.

21.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, managing effective communications, and recognizing
and identifying unsafe acts and operations.

21.2 Establish, Transfer, and Assume the Position of Logis-
tics Section Chief. This duty shall involve assuming the role of
Logistics Section Chief at an incident or planned event and
transferring the duties of that role to another person at the
appropriate time, according to the following JPRs.

21.2.1 Establish and assume the role of Logistics Section
Chief within an ICS at an incident or planned event, given an
incident or planned event, an IAP, an incident briefing, stan-
dard operating procedures, and communications equipment,
so that a Logistics Section is established; relevant situational
information of the incident or planned event is gained and
maintained; the relationship with the outgoing Logistics Sec-
tion Chief or other personnel performing the function (if pre-
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viously established) is established and maintained; the priori-
ties, goals, and objectives of the Incident Commander (IC) are
received and understood; notification of position assumption
is verbalized and documented; and the location of Logistics
Section Chief is identified and confirmed with the IC.

(A) Requisite Knowledge. The role and duties of a Logistics
Section Chief within the ICS; organizational policies and pro-
cedures for the Logistics Section Chief; accountability proto-
cols; resource types and deployment methods; documentation
methods and requirements; availability, capabilities, and limi-
tations of responders and other resources; appropriate strate-
gies and tactics for handling various types of incidents; com-
munication problems and needs; types of tasks and
assignment responsibilities; and technical references related
to the type of incident or planned event.

(B) Requisite Skills. Acquiring and documenting information
and orders from the IC, using reference materials, evaluating
incident information, managing communications resources, and
communicating in such a manner that information is successfully
transferred and objectives are met.

21.2.2 Manage the transfer of Logistics Section Chief duties at
an incident or planned event, given an incident or planned
event, an established command structure and a Logistics Section
Chief, an IAP, a current situation status, a command post, inci-
dent documentation, and communications equipment, so that
incident information is exchanged, reports and plans for the sub-
sequent operational period are completed, continuity of author-
ity and situational awareness are maintained, changes in incident
complexity are accounted for, the new Logistics Section Chief is
fully briefed on the incident or planned event, and the new Lo-
gistics Section Chief is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Logistics Section
Chief within the ICS; organizational policies and procedures
for the Logistics Section Chief; accountability protocols; re-
source types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations
of responders and other resources; communication problems
and needs; communications requirements; and types of tasks
and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

21.3 Perform the Role of Logistics Section Chief at an Inci-
dent or Planned Event. This duty shall involve the command
of the Logistics Section within the ICS at an incident or
planned event, monitoring incident conditions and needs,
providing necessary information to Command and General
Staff, and developing and maintaining an incident logistics
plan, according to the following JPRs.

21.3.1 Determine the logistical needs of an incident or
planned event, given an incident or planned event, incident
resource and situation status information, an IAP, incident
documentation equipment and supplies, and communica-
tions equipment, so that available logistical need information
is obtained; resources are assigned; en route, on-order, and
local resources status is obtained and reviewed; Logistics Units

are activated to meet section resource needs; work locations
are assigned; Logistical Unit priorities are established; units
within the section are coordinated; additional resource needs
are requested; unnecessary resources are identified and reas-
signed or released; future logistical needs are identified; a
long-range logistical plan is developed; information on logisti-
cal needs of the incident are transmitted to Command and
General Staff, and the Planning Section is apprised of logisti-
cal needs pertinent to the IAP.

(A) Requisite Knowledge. The role and duties of a Logistics
Section Chief within the ICS; organizational policies and proce-
dures for the Logistics Section Chief; accountability protocols;
resource types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations of
responders and other resources; appropriate strategies and tac-
tics for logistical operations; communications requirements;
types of tasks and assignment responsibilities; and technical ref-
erences related to the type of incident or planned event.

(B) Requisite Skills. Acquiring and documenting information
and orders from the IC, using reference materials, evaluating
incident information, communicating in such a manner that in-
formation is successfully transferred and objectives are met.

21.3.2 Request the logistical resources necessary to support an
incident or planned event, given an incident or planned event,
an IAP, available resources, incident documentation equipment
and supplies, and communication equipment, so that immedi-
ate, ongoing, and future logistical resource needs are ordered
and managed, and cost constraints are monitored.

(A) Requisite Knowledge. IAP components required; docu-
mentation procedures; NIMS resource typing; ordering proce-
dures; and at the local, state, and national levels, an understand-
ing of the needs of facilities, food, medical, communications,
receiving, distribution, and supply.

(B) Requisite Skills. Identifying and requesting logistical re-
sources required to support the needs of the incident or
planned event, using communications skills, and recording
and documenting information related to incident logistics us-
ing agency methods.

21.3.3 Deploy logistical resources at an incident or planned
event, given an incident or planned event, available resources,
an IAP, incident documentation equipment and supplies, and
communications equipment, so that appropriate logistical re-
sources are selected and assigned to the incident or planned
event, service and support resource deficits and excesses are
communicated to Command, strategic and tactical priorities
are met, communications equipment is used correctly, re-
sources receive clear direction and assignments, safety and ac-
countability systems are employed, assignments are docu-
mented according to the standard operating procedures
(SOPs) and the standard operating guidelines (SOGs)of the
AHJ, and effective resource span-of-control is maintained.

(A) Requisite Knowledge. The role and duties of a Logistics
Section Chief within the ICS; organizational policies and proce-
dures for the Logistics Section Chief; accountability protocols;
resource types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations of
responders and other resources; appropriate strategies and tac-
tics for handling various types of incidents; communication prob-
lems and needs; communications requirements, methods, and
means; types of tasks and assignment responsibilities; and techni-
cal references related to the type of incident or planned event.
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(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

21.3.4 Manage the workflow process and set time schedules
to accomplish duties assigned at an incident or planned event,
given an incident or planned event and duties assigned to the
Logistics Section Chief, so that procedures are established for
work activities, work schedules are established, staff resources
to perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Logistics Section Chief, time management
requirements, management processes, types of information
sources, schedule types and display methods, and ICS forms
and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

21.3.5 Maintain a unit log, given an incident or planned
event assignment and a unit log form so that significant deci-
sions, actions, events, and work activities are documented and
the form is completed according to procedures.

(A) Requisite Knowledge. Use of ICS forms, agency standard
operational procedures, information-tracking methods, docu-
mentation methods, and understanding of what critical inci-
dent information needs to be recorded.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

21.3.6 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a de-
mobilization plan, so that staff understands the demobiliza-
tion process, procedures in the plan are followed, perfor-
mance ratings are completed, and staff are released according
to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 22 Service Branch Director

22.1 General.

22.1.1* For qualification at the Service Branch Director level, the
candidate shall meet the general knowledge requirements in
22.1.1.1, the general skill requirements in 22.1.1.2, and the job
performance requirements (JPRs) defined in Sections 22.2 and
22.3.

22.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the role
of Service Branch Director, knowledge of the National Incident
Management System (NIMS) and the Incident Command Sys-
tem (ICS), Incident Action Plan (IAP) content, ICS forms, infor-
mation display types, types of communications devices, office

supplies and equipment for Service Branch duties, requirements
of managing the Service Branch, JPRs of the Service Branch Staff,
knowledge of agency standard operating procedures, and knowl-
edge of procedures for stopping unsafe or incorrect acts or op-
erations.

22.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resource needs, recognizing the need for supplemental tech-
nical knowledge, anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health, managing
communications, and recognizing and identifying unsafe acts
and operations.

22.2 Assume and Transfer the Position of Service Branch
Director. This duty shall involve assuming the role of Service
Branch Director at an incident or planned event and transfer-
ring the duties of that role to another person at the appropri-
ate time, according to the following JPRs.

22.2.1 Establish/assume role of Service Branch Director
within an ICS at an incident or planned event, given an inci-
dent or planned event, an IAP, an incident briefing, standard
operating procedures, and communications equipment, so
that a Logistics Section is established; relevant situational in-
formation of the incident or planned event is gained and
maintained; the relationship with the outgoing Service
Branch Director or other personnel performing the function
(if previously established) is established and maintained; the
priorities, goals, and objectives of the Incident Commander
(IC) are received and understood; notification of position as-
sumption is verbalized and documented; and the location of
the Service Branch Director is identified and confirmed with
the IC.

(A) Requisite Knowledge. The role and duties of a Service
Branch Director within the ICS; organizational policies and
procedures for the Service Branch Director; accountability
protocols; resource types and deployment methods; docu-
mentation methods and requirements; availability, capabili-
ties, and limitations of responders and other resources; appro-
priate strategies and tactics for handling various types of
incidents; communication problems and needs; communica-
tions requirements, methods, and means; types of tasks and
assignment responsibilities; and technical references related
to the type of incident or planned event.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

22.2.2 Manage the transfer of Service Branch Director duties
at an incident or planned event, given an incident or planned
event, an established command structure and a Service
Branch Director, an IAP, a current situation status, a com-
mand post, incident documentation, and communications
equipment, so that incident information is exchanged, re-
ports and plans for the subsequent operational period are
completed, continuity of authority and situational awareness
are maintained, changes in incident complexity are ac-
counted for, the new Service Branch Director is fully briefed
on the incident or planned event, and the new Service Branch
Director is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
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use of ICS forms; the role and duties of a Service Branch Di-
rector within ICS; organizational policies and procedures for
the Service Branch Director; accountability protocols; re-
source types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations
of responders and other resources; communication problems
and needs; communications requirements; and types of tasks
and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC, using reference materials, evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

22.3 Perform the Role of Service Branch Director at an Inci-
dent or Planned Event. This duty shall involve command of
the Service Branch within the ICS at an incident or planned
event, monitoring incident conditions and needs, providing
necessary information to the Logistics Section Chief, and de-
veloping and maintaining the service requirements of the in-
cident logistics plan, according to the following JPRs.

22.3.1 Provide input into the development of the IAP and
demobilization plan, given an incident or planned event, an
IAP, a demobilization plan, and sources of information on the
service needs of the incident or planned event, so that the
service needs of the incident or planned event are identified
and included in the IAP and in the demobilization plan.

(A) Requisite Knowledge. Level of services required to sup-
port operations, specific goals identified by the Logistics Sec-
tion Chief, and units that function under the Service Branch
of the Logistics Section.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

22.3.2 Manage the workflow process and set time schedules
of the Service Branch to accomplish assigned duties, given an
incident or planned event, duties of the Service Branch, and
special requests for resources, so that procedures are estab-
lished for work activities, work schedules are established, staff
resources to perform needed tasks are obtained and tasks are
assigned, the communications plan and medical plan are de-
veloped and provided to the Planning Section, and food
needs of the incident or planned event are met.

(A) Requisite Knowledge. Resource requirements of the Ser-
vice Branch, time management requirements, duties of Service
Branch positions, management processes, types of information
sources, schedule types and display methods, and ICS forms and
specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC or Lo-
gistics Section Chief.

22.3.3 Acquire workspace and resources to perform assigned
duties in coordination with facilities and supply units, given an
incident or planned event and the duties of the Service
Branch, so that an adequate workspace is established at each

facility and resources to assure documentation of check-in and
tracking of resources are acquired and implemented.

(A) Requisite Knowledge. Resource requirements needed to
support the service branch duties, logistics section responsi-
bilities and capabilities, ICS forms, types of information
sources, documentation methods and requirements, commu-
nications methods, and information display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, using assessment skills to determine resource needs
of the branch, collecting and organizing information, and as-
sessing workspace and resource requirements.

22.3.4 Maintain a unit log, given an incident or planned
event assignment and a unit log form, so that significant deci-
sions, actions, events, and work activities are documented and
the form is completed according to procedures.

(A) Requisite Knowledge. Use of unit log forms, agency stan-
dard operational procedures, information-tracking methods,
documentation methods, and an understanding of what criti-
cal incident information needs to be recorded.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

22.3.5 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a de-
mobilization plan, so that staff understands the demobiliza-
tion process, procedures in the plan are followed, perfor-
mance ratings are completed, and staff are released according
to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 23 Communications Unit Leader

23.1 General.

23.1.1* For qualification at the Communications Unit Leader
level, the candidate shall meet the general knowledge require-
ments in 23.1.1.1, the general skill requirements in 23.1.1.2,
and the job performance requirements (JPRs) defined in Sec-
tions 23.2 and 23.3.

23.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Communications Unit Leader, knowledge of the Na-
tional Incident Management System (NIMS) and the Incident
Command System (ICS), Incident Action Plan (IAP) content,
ICS forms, types of communications equipment and devices,
office supplies and equipment for Communications Unit du-
ties, requirements of managing the Communications Unit,
JPRs of the Communications Unit staff, knowledge of agency
standard operating procedures, and knowledge of procedures
for stopping unsafe or incorrect acts or operations.

23.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, and anticipating hazards and
taking action in a proactive manner to ensure responder safety
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and health, and recognizing and identifying unsafe acts and
operations.

23.2 Assume and Transfer the Position of Communications
Unit Leader. This duty shall involve assuming the role of Com-
munications Unit Leader at an incident or planned event and
transferring the duties of that role to another person at the
appropriate time, according to the following JPRs.

23.2.1 Assume role of Communications Unit Leader within
an ICS at an incident or planned event, given an incident or
planned event, an IAP, an incident briefing, standard operat-
ing procedures, and communications equipment, so that a
Communications Unit is established; relevant situational in-
formation of the incident or planned event is gained and
maintained; the relationship with the outgoing Communica-
tions Unit Leader or other personnel performing the function
(if previously established) is established and maintained; the
priorities, goals, and objectives of the Incident Commander
(IC) and Logistics Section are received and understood; noti-
fication of position assumption is verbalized and documented;
and the location of Communications Unit Leader is identified
and confirmed with the Logistics Section Chief or IC.

(A) Requisite Knowledge. The role and duties of a Commu-
nications Unit Leader within the ICS; organizational policies
and procedures and interoperable communications plans for
the Communications Unit Leader; accountability protocols;
resource types and deployment methods; documentation
methods and requirements; availability, capabilities, and limi-
tations of responders and other resources; communication
problems and needs; communications interoperability re-
quirements; methods, means, limitations, and capabilities of
communications systems; and dispatch protocols.

(B) Requisite Skills. Using reference materials, evaluating in-
cident information, setting up and managing communica-
tions, and communicating in such a manner that information
is successfully transferred and objectives are met.

23.2.2 Manage the transfer of Communications Unit Leader
duties at an incident or planned event, given an incident or
planned event, an established command structure and Com-
munications Unit Leader, an IAP either written or verbal, a
current situation status, a command post, incident documen-
tation, and communications equipment, so that incident in-
formation is exchanged, reports and plans for the subsequent
operational period are completed, continuity of authority and
situational awareness are maintained, changes in incident
complexity are accounted for, the new Communications Unit
Leader is fully briefed on the incident, and the new Commu-
nications Unit Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Communications Unit
Leader within the ICS; organizational policies and procedures
for the Communications Unit Leader; accountability protocols;
resource types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations of
responders and other resources; communication problems and
needs; communications requirements; and types of tasks and as-
signment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the IC
or Logistics Section Chief or Service Branch Director, using ref-
erence materials, evaluating incident information, managing

communications, and communicating in such a manner that in-
formation is successfully transferred and objectives are met.

23.3 Perform the Role of Communications Unit Leader at an
Incident or Planned Event. The Communications Unit Leader,
under the direction of the Service Branch Director or Logis-
tics Section Chief, shall be responsible for developing plans
for the effective use of incident communications equipment
and facilities, installation and testing of communications
equipment, supervision of the Incident Communications Cen-
ter, distribution of communications equipment to incident
personnel, and the maintenance and repair of communica-
tions equipment.

23.3.1* Prepare and implement the incident communications
plan, given an incident or planned event, sources of informa-
tion on existing resource and situation status information, in-
cident priorities and objectives, incident documentation sup-
plies and equipment, applicable incident communications
plan forms, and communications equipment, so that the com-
munications plan supports incident needs, interoperability is-
sues are resolved, and communications equipment is used ac-
cording to procedures.

(A) Requisite Knowledge. Knowledge of applicable incident
communications plan forms, knowledge of incident commu-
nications needs and equipment, and documentation proce-
dures and process.

(B) Requisite Skills. Using written and verbal communica-
tion skills, using interpersonal skills, evaluating incident infor-
mation, managing communications, and communicating in
such a manner that information is successfully transferred and
objectives are met.

23.3.2 Manage the distribution and accountability of communi-
cations equipment at an incident or planned event, given an in-
cident or planned event, personnel, communications equip-
ment, a communications plan, and a demobilization plan, so that
the equipment accountability system is established; communica-
tions distribution and maintenance locations are established
within base/camp(s); communications equipment from the
cache is distributed according to the communications plan; com-
munications equipment is tested and maintained; records of
equipment distribution, use, testing, and repair are maintained;
and distributed equipment is recovered from relieved or re-
leased units.

(A) Requisite Knowledge. Resource tracking system, knowl-
edge of the IAP, communications plan, demobilization plan,
and communications equipment maintenance and service
protocols.

(B) Requisite Skills. Utilizing the resource tracking system;
using written and verbal communication skills, organizational
skills, and interpersonal skills; evaluating incident informa-
tion, managing communications, and communicating in such
a manner that information is successfully transferred and ob-
jectives are met.

23.3.3 Create and manage the Incident Communications
and/or Message Center(s), given an incident or planned
event, communications equipment, personnel, communica-
tions needs, and a location for the center(s), so that the cen-
ters are established, internal and external communications ca-
pabilities are established, and all required communications
are accurately transferred to their intended receiver.
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(A) Requisite Knowledge. Communications center and mes-
sage center functions, incident communications equipment
and capabilities, and documentation procedures and process.

(B) Requisite Skills. Using written and verbal communica-
tion skills and interpersonal skills, evaluating incident infor-
mation, managing communications, and communicating in
such a manner that information is successfully transferred and
objectives are met.

23.3.4 Acquire workspace and resources to perform assigned
duties in coordination with Facilities and Supply units at an
incident or planned event, given an incident or planned
event, established Facilities and Supply Units, and the duties
of the Communications Unit, so that workspace is established
at each facility and resources to assure documentation of
check-in and tracking of resources are acquired.

(A) Requisite Knowledge. Resource requirements needed to
support the Communications Unit responsibilities and capa-
bilities, ICS forms, types of information sources, documenta-
tion methods and requirements, communications methods,
and information display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, using assessment skills to determine resource needs
of the branch, collecting and organizing information, and as-
sessing workspace and resource requirements.

23.3.5 Prepare for and participate in planning meetings at an
incident or planned event, given an incident or planned event,
communications resource and status information, ICS incident
planning forms, and incident documentation equipment and
supplies, so that accurate communications information is pro-
vided for use at planning meetings and incident documentation
forms, equipment, and supplies are used correctly.

(A) Requisite Knowledge. Knowledge of the IAP, planning
forms, documentation protocols, and meeting procedures.

(B) Requisite Skills. Using written and verbal communica-
tion skills, using interpersonal skills, evaluating incident infor-
mation, managing communications, and communicating in
such a manner that information is successfully transferred and
objectives are met.

23.3.6 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event, duties assigned to the
Communications unit, and special requests for information,
so that procedures are established for work activities, work
schedules are established, staff resources to perform needed
tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the
Communications Unit, time management requirements, du-
ties of Communications Unit positions, management pro-
cesses, types of information sources, schedule types and dis-
play methods, and ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC, Logis-
tics Section Chief, or Service Branch Director.

23.3.7 Maintain a unit log, given an incident or planned
event, an assignment, and a unit log form, so that significant

decisions, actions, events, and work activities are documented
and the form is completed according to procedures.

(A) Requisite Knowledge. Use of a unit log form, agency stan-
dard operational procedures, information tracking methods,
documentation methods, and an understanding of what criti-
cal incident information needs to be recorded.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

23.3.8 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,
procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 24 Medical Unit Leader

24.1 General.

24.1.1* For qualification at the Medical Unit Leader level, the
candidate shall meet the general knowledge requirements in
24.1.1.1, the general skill requirements in 24.1.1.2, and the job
performance requirements (JPRs) defined in Sections 24.2
and 24.3.

24.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the role
of Medical Unit Leader, knowledge of the National Incident
Management System (NIMS) and the Incident Command Sys-
tem (ICS), Incident Action Plan (IAP) content, ICS forms, types
of communications equipment and devices, office supplies and
equipment for Medical Unit duties, requirements of managing
the Medical Unit, JPRs of the Medical Unit Staff, knowledge of
agency standard operating procedures, and knowledge of proce-
dures for stopping unsafe or incorrect acts or operations.

24.1.1.2 General Skill Requirements. Prioritizing tasks so as to
accomplish the most critical first, making effective decisions in an
environment with a large number of unknowns, evaluating mate-
rial resource needs, recognizing the need for supplemental tech-
nical knowledge, anticipating hazards and taking action in a pro-
active manner to ensure responder safety and health, and
recognizing and identifying unsafe acts and operations.

24.2 Assume and Transfer the Position of Medical Unit
Leader. This duty shall involve assuming the role of Medical
Unit Leader at an incident or planned event and transferring
the duties of that role to another person at the appropriate
time, according to the following JPRs.

24.2.1 Assume the role of Medical Unit Leader within an ICS at
an incident or planned event, given an incident or planned
event, an IAP, an incident briefing, standard operating proce-
dures, and communications equipment, so that a Medical Unit is
established; relevant situational information of the incident or
planned event is gained and maintained; the relationship with
the outgoing Medical Unit Leader or other personnel perform-
ing the function (if previously established) is established and
maintained; the priorities, goals, and objectives of the Incident
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Commander (IC), Logistics Section, and Service Branch Direc-
tor are received and understood, notification of position assump-
tion is verbalized and documented, and the location of the Medi-
cal Unit Leader is identified and confirmed with the Service
Branch Director, Logistics Section Chief, or IC.

(A) Requisite Knowledge. The role and duties of a Medical
Unit Leader within the ICS; organizational policies and proce-
dures for the Medical Unit Leader; accountability protocols; re-
source types and deployment methods; documentation methods
and requirements; availability, capabilities, certification/license
levels, and limitations of responders and other resources; com-
munication problems and needs; communications interoperabil-
ity requirements, methods, and means; limitations and capabili-
ties of communications systems; and dispatch protocols.

(B) Requisite Skills. Using reference materials, evaluating in-
cident information, managing communications, and commu-
nicating in such a manner that information is successfully
transferred and objectives are met.

24.2.2 Manage the transfer of Medical Unit Leader duties at
an incident or planned event, given an incident or planned
event, an established command structure and Medical Unit
Leader, an IAP either written or verbal, a current situation
status, a command post, incident documentation, and com-
munications equipment, so that incident information is ex-
changed, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident complexity are
accounted for, the new Medical Unit Leader is fully briefed on
the incident or planned event, and the new Medical Unit
Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Medical Unit Leader
within the ICS; organizational policies and procedures for the
Medical Unit Leader; accountability protocols; resource types
and deployment methods; documentation methods and re-
quirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications requirements; and types of tasks and
assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting;
acquiring and documenting information and orders from the
IC, Logistics Section Chief, or Service Branch Director; using ref-
erence materials; evaluating incident information; managing
communications; and communicating in such a manner that in-
formation is successfully transferred and objectives are met.

24.3 Perform the Role of Medical Unit Leader at an Incident
or Planned Event. The Medical Unit Leader, under the direc-
tion of the Service Branch Director or Logistics Section Chief,
shall be primarily responsible for developing the Medical
Plan, obtaining medical aid and transportation for injured
and ill incident personnel, establishing responder rehabilita-
tion, and preparing reports and records.

24.3.1* Prepare and implement the medical plan at an inci-
dent or planned event, given an incident or planned event;
sources of information on potential medical needs of the inci-
dent or planned event; priorities and objectives of the IC, Lo-
gistics Section Chief, and Service Branch Director; incident
documentation supplies and equipment; an applicable medi-
cal plan form; and communications equipment, so that the
Medical Plan supports incident needs, procedures are devel-

oped for medical care and patient transportation (ground
and air) in coordination with the Operations Section Chief,
medical aid and responder rehabilitation facilities are estab-
lished, medical emergencies are declared as needed, and
medical care, supplies, and transportation for incident per-
sonnel are provided according to procedures.

(A) Requisite Knowledge. Knowledge of applicable medical
plan forms, IAP, patient care protocol, transport protocol, tri-
age standard practices, medical personnel and provider net-
work available, responder rehabilitation procedures, and pro-
tocol for location of care and transport services.

(B) Requisite Skills. Using written and verbal communica-
tion skills, using interpersonal skills, evaluating incident infor-
mation, managing communications, and communicating in
such a manner that information is successfully transferred and
objectives are met.

24.3.2 Manage the distribution and accountability of over-
the-counter and controlled medications dispensed by the
Medical Unit at an incident or planned event, given an inci-
dent or planned event, a medical plan, procedures of the AHJ,
and medications, so that a drug accountability system is estab-
lished, drug distribution and maintenance locations are estab-
lished, procedures are followed, and records of drug distribu-
tion are maintained.

(A) Requisite Knowledge. Accountability standards, report-
ing requirements, medical protocols, applicable drug dispens-
ing regulations and protocols, space and equipment needs,
and reporting format and forms.

(B) Requisite Skills. Using written and verbal communica-
tion skills, using interpersonal skills, evaluating incident infor-
mation, managing communications, and communicating in
such a manner that information is successfully transferred and
objectives are met.

24.3.3 Establish coordination procedures with the Finance/
Administration Section on worker injuries at an incident or
planned event, given an incident or planned event, an estab-
lished Finance/Administration Section or IC, injured work-
ers, and workers’ compensation reporting requirements, so
that notification is made for all reportable workers compensa-
tion injuries, procedures are followed to capture required in-
formation, and space is provided for Compensation-for-Injury
Specialists as needed.

(A) Requisite Knowledge. Knowledge of forms and reporting
procedures, workers compensation practices and procedures,
incident-reporting protocols, and ability to recognize the
need for Compensation-for-Injury Specialists.

(B) Requisite Skills. Using written and verbal communica-
tion skills, using interpersonal skills, evaluating incident infor-
mation, managing communications, and communicating in
such a manner that information is successfully transferred and
objectives are met.

24.3.4 Acquire workspace and resources to perform assigned
duties in coordination with Facilities and Supply Units at an
incident or planned event, given an incident or planned
event, established Facilities and Supply Units, and the duties
of the Medical Unit, so that an adequate workspace is estab-
lished at each facility and resources to ensure medical care are
acquired.

(A) Requisite Knowledge. Resource requirements needed to
support the Medical Unit responsibilities and capabilities, ICS
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forms, types of information sources, documentation methods
and requirements, communications methods, and informa-
tion display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, using assessment skills to determine resource needs
of the branch, collecting and organizing information, and as-
sessing workspace and resource requirements.

24.3.5 Prepare for and participate in planning meetings as
requested at an incident or planned event, given an inci-
dent or planned event, medical resource and status infor-
mation, ICS incident planning forms, and incident docu-
mentation equipment and supplies, so that accurate
medical information is provided for use at planning meet-
ings and incident documentation forms, equipment, and
supplies are used correctly.

(A) Requisite Knowledge. Knowledge of the IAP, planning
forms, documentation protocols, and meeting procedures.

(B) Requisite Skills. Using written and verbal communica-
tion skills, using interpersonal skills, evaluating incident infor-
mation, managing communications, and communicating in
such a manner that information is successfully transferred and
objectives are met.

24.3.6 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event, duties of the Medical
Unit, and special requests for information, so that procedures
are established for work activities, work schedules are estab-
lished, staff resources to perform needed tasks are obtained,
and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the Medi-
cal Unit, time management requirements, duties of service
branch positions, management processes, types of information
sources, schedule types and display methods, and ICS forms and
specific uses.

(B) Requisite Skills. Managing staff, giving directions and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing timelines for activities, and acquiring
and documenting information and orders from the IC, Logis-
tics Section Chief, or Service Branch Director.

24.3.7 Maintain a unit log, given an incident or planned
event and a unit log form, so that significant decisions, actions,
events, and work activities are documented and the form is
completed and submitted according to procedures.

(A) Requisite Knowledge. Use of a unit log form, agency stan-
dard operational procedures, information-tracking methods,
documentation methods, and an understanding of what criti-
cal incident information needs to be recorded.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

24.3.8 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a de-
mobilization plan, so that staff understands the demobiliza-
tion process, procedures in the plan are followed, perfor-
mance ratings are completed, and staff are released according
to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 25 Food Unit Leader

25.1 General.

25.1.1* For qualification at the Food Unit Leader level, the
candidate shall meet the general knowledge requirements in
25.1.1.1, the general skill requirements in 25.1.1.2, and the job
performance requirements (JPRs) defined in Sections 25.2
and 25.3.

25.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Food Unit Leader, knowledge of the National Incident
Management System (NIMS) and the Incident Command Sys-
tem (ICS), Incident Action Plan (IAP) content, ICS forms,
types of communications equipment and devices, office sup-
plies and equipment for Food Unit duties, requirements of
managing the Food Unit, JPRs of the Food Unit staff, knowl-
edge of agency standard operating procedures, and knowl-
edge of procedures for stopping unsafe or incorrect acts or
operations.

25.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, and anticipating hazards and
taking action in a proactive manner to ensure responder safety
and health, using written and verbal communication skills,
using interpersonal skills, evaluating incident information,
managing communications, and recognizing and identifying
unsafe acts and operations.

25.2 Assume and Transfer the Position of Food Unit Leader.
This duty shall involve assuming the role of Food Unit Leader
at an incident or planned event and transferring the duties of
that role to another person at the appropriate time, according
to the following JPRs.

25.2.1 Assume the role of Food Unit Leader within an ICS at
an incident or planned event, given an incident or planned
event, an IAP, an incident briefing, standard operating proce-
dures, and communications equipment, so that a Food Unit is
established; relevant situational information of the incident or
planned event is gained and maintained; the relationship with
the outgoing Food Unit Leader or other personnel perform-
ing the function (if previously established) is established and
maintained; the priorities, goals, and objectives of the Inci-
dent Commander (IC) and Logistics Section are received and
understood; notification of position assumption is verbalized
and documented; and the location of the Food Unit Leader is
identified and confirmed with the Logistics Section Chief or
the IC.

(A) Requisite Knowledge. The role and duties of a Food Unit
Leader within the ICS; organizational policies and procedures
for the Food Unit Leader; accountability protocols; resource
types and deployment methods; documentation methods and
requirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
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needs; communications interoperability requirements, meth-
ods, and means; limitations and capabilities of communica-
tions systems, and dispatch protocols.

(B) Requisite Skills. Using reference materials, evaluating in-
cident information, managing communications, and commu-
nicating in such a manner that information is successfully
transferred and objectives are met.

25.2.2 Manage the transfer of Food Unit Leader duties at an
incident or planned event, given an incident or planned
event, an established command structure and a Food Unit
Leader, an incident or planned event action plan either writ-
ten or verbal, a current situation status, a command post, inci-
dent documentation, and communications equipment, so
that incident information is exchanged, reports and plans for
the subsequent operational period are completed, continuity
of authority and situational awareness are maintained,
changes in incident complexity are accounted for, the new
Food Unit Leader is fully briefed on the incident or planned
event, and the new Food Unit Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Food Unit Leader
within the ICS; organizational policies and procedures for the
Food Unit Leader; accountability protocols; resource types
and deployment methods; documentation methods and re-
quirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications requirements; and types of tasks and
assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting;
acquiring and documenting information and orders from the
IC, Logistics Section Chief, or Service Branch Director; using ref-
erence materials; evaluating incident information; managing
communications; and communicating in such a manner that in-
formation is successfully transferred and objectives are met.

25.3 Perform the Role of Food Unit Leader at an Incident or
Planned Event. The Food Unit Leader shall be responsible for
determining feeding requirements at all incident facilities,
menu planning, determining cooking facilities required, food
preparation, serving, providing potable water, and general
maintenance of the food service areas as well as providing
food and potable water for personnel unable to leave tactical
field assignments.

25.3.1 Prepare and implement a plan to provide food and water
for incident personnel, given an incident or planned event, per-
sonnel, sources of information on potential food and fluid re-
plenishment needs of the incident or planned event, IC and Lo-
gistics Section Chief priorities and objectives, incident
documentation supplies and equipment, and communications
equipment, so that the plan supports incident needs; menus are
nutritionally balanced, taste good, and are not boring; proce-
dures are developed for food and potable water preparation and
distribution; feeding and hydration facilities are established;
food and potable water supplies are obtained; and the plan is
implemented according to procedures.

(A) Requisite Knowledge. Food preparation; storage, han-
dling, and distribution methods; health and sanitation re-
quirements; ICS Form 205; incident food and hydration needs
and equipment; documentation procedures and process; and
locations of facilities and field assignments requiring food.

(B) Requisite Skills. Forecasting food and water needs; prepar-
ing, storing, handling, and distributing food and water according

to requirements and procedures; and operating food prepara-
tion and storage equipment.

25.3.2 Acquire workspace and resources to perform assigned
duties in coordination with Facilities and Supply Units at an inci-
dent or planned event, given an incident or planned event, estab-
lished Facilities and Supply Units, and the duties of the Food
Unit, so that an adequate workspace is established at each facility
and resources to assure documentation are acquired.

(A) Requisite Knowledge. Resource requirements needed to
support the responsibilities and capabilities of the Food Unit,
ICS forms, types of information sources, documentation
methods and requirements, communications methods, and
information display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, using assessment skills to determine resource needs
of the branch, collecting and organizing information, and as-
sessing workspace and resource requirements.

25.3.3 Prepare for and participate in planning meetings as re-
quested at an incident or planned event, given an incident or
planned event, resource and status information, ICS incident
planning forms, and incident documentation equipment and
supplies, so that accurate feeding and hydration information is
provided for use at planning meetings and incident documenta-
tion forms, equipment, and supplies are used correctly.

(A) Requisite Knowledge. Knowledge of the IAP, planning
forms, documentation protocols, and meeting procedures.

(B) Requisite Skills. Using written and verbal communica-
tion skills, using interpersonal skills, evaluating incident infor-
mation, managing communications, and communicating in
such a manner that information is successfully transferred and
objectives are met.

25.3.4 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event, duties of the Food Unit,
tools and equipment, and special requests for resources and
information, so that procedures are established for work ac-
tivities, work schedules are established, staff resources to per-
form needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the Food
Unit, time management requirements, duties of service branch
positions, management processes, types of information sources,
schedule types and display methods, and ICS forms and specific
uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC, Logis-
tics Section Chief, or Service Branch Director.

25.3.5 Maintain a unit log, given an incident or planned
event and a unit log form, so that significant decisions, actions,
events, and work activities are documented and the form is
completed and submitted according to procedures.

(A) Requisite Knowledge. Use of a unit log form, agency stan-
dard operational procedures, information-tracking methods,
documentation methods, and an understanding of what criti-
cal incident information needs to be recorded.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.
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25.3.6 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,
procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 26 Support Branch Director

26.1 General.

26.1.1* For qualification at the Support Branch Director level,
the candidate shall meet the general knowledge requirements
in 26.1.1.1, the general skill requirements in 26.1.1.2, and the
job performance requirements (JPRs) defined in Sections
26.2 and 26.3.

26.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the role
of Support Branch Director, knowledge of the National Incident
Management System (NIMS) and the Incident Command Sys-
tem (ICS), Incident Action Plan (IAP) content, ICS forms, infor-
mation display types, types of communications devices, office
supplies and equipment for Support Branch duties, require-
ments of managing the Support Branch, JPRs of the Support
Branch staff, knowledge of agency standard operating proce-
dures, and knowledge of procedures for stopping unsafe or in-
correct acts or operations.

26.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, and anticipating hazards and
taking action in a proactive manner to ensure responder safety
and health, using written and verbal communication skills,
using interpersonal skills, evaluating incident information,
managing communications, and recognizing and identifying
unsafe acts and operations.

26.2 Assume and Transfer the Position of Support Branch
Director. This duty shall involve assuming the role of Support
Branch Director at an incident and transferring those duties
to another person at the appropriate time, according to the
following JPRs.

26.2.1 Assume the role of the Support Branch Director within
an ICS at an incident or planned event, given an incident or
planned event, an IAP, an incident briefing, standard operating
procedures, and communications equipment, so that a Support
Branch is established; relevant situational information of the in-
cident or planned event is gained and maintained; the relation-
ship with the outgoing Support Branch Director or other person-
nel performing the function (if previously established) is
established and maintained; the priorities, goals, and objectives
of the Incident Commander (IC) and Planning Section are re-
ceived and understood; notification of position assumption is ver-
balized and documented; and the location of Support Branch
Director is identified and confirmed with the Planning Section
Chief or IC.

(A) Requisite Knowledge. The role and duties of a Support
Branch Director within the ICS; organizational policies and pro-
cedures for the Support Branch Director; accountability proto-
cols; resource types and deployment methods; documentation
methods and requirements; availability, capabilities, and limita-
tions of responders and other resources; communication prob-
lems and needs; communications requirements, methods, and
means; and types of tasks and assignment responsibilities.

(B) Requisite Skills. Acquiring and documenting information
and orders from the IC or Logistics Section Chief, using refer-
ence materials, evaluating incident information, managing com-
munications, and communicating in such a manner that infor-
mation is successfully transferred and objectives are met.

26.2.2 Manage the transfer of Support Branch Director du-
ties at an incident or planned event, given an incident or
planned event, an established command structure and Sup-
port Branch Director, an IAP either written or verbal, a cur-
rent situation status, a command post, incident documenta-
tion, and communications equipment, so that incident
information is exchanged, reports and plans for the subse-
quent operational period are completed, continuity of author-
ity and situational awareness are maintained, changes in inci-
dent complexity are accounted for, the new Support Branch
Director is fully briefed on the incident or planned event, and
the new Support Branch Director is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Support Branch
Director within the ICS; organizational policies and proce-
dures for the Support Branch Director; accountability proto-
cols; resource types and deployment methods; documentation
methods and requirements; availability, capabilities, and limi-
tations of responders and other resources; communication
problems and needs; communications requirements; and
types of tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Logistics Section Chief, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

26.3 Perform the Role of Support Branch Director at an In-
cident or Planned Event. This duty shall involve the manage-
ment of all support activities at the incident or planned event.
The Support Branch Director shall supervise the operations of
the Supply, Facilities, and Ground Support Unit Leaders.

26.3.1 Provide input into the development of the IAP and the
demobilization plan, given an incident or planned event, an IAP,
a demobilization plan, and sources of information on the Sup-
port Branch needs of the incident or planned event, so that the
service needs of the incident or planned event are identified and
included in the IAP and in the demobilization plan.

(A) Requisite Knowledge. Level of services required to sup-
port operations, specific goals identified by the Logistics Sec-
tion Chief, and units that function under the Support Branch
of the Logistics Section.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.
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26.3.2 Manage the workflow process and set time schedules
of the Support Branch to accomplish assigned duties, given an
incident or planned event, duties of the Support Branch, and
special requests for resources, so that procedures are estab-
lished for work activities, work schedules are established, staff
resources to perform needed tasks are obtained and tasks are
assigned, the facilities plan and supply plan are developed and
provided to the Planning Section, and Ground Support needs
of the incident or planned event are met.

(A) Requisite Knowledge. Resource requirements of the Sup-
port Branch, time management requirements, duties of Sup-
port Branch positions, management processes, types of infor-
mation sources, schedule types and display methods, and ICS
forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC and
the Logistics Section Chief.

26.3.3 Acquire workspace and resources to perform assigned
duties in coordination with Facilities, Supply, and Ground
Support Units at an incident or planned event, given an inci-
dent or planned event and the duties of the Support Branch,
so that an adequate workspace is established at each facility
and resources to assure documentation of check-in and track-
ing of resources are acquired and implemented.

(A) Requisite Knowledge. Resource requirements needed to
support the Support Branch responsibilities and capabilities,
ICS forms, types of information sources, documentation
methods and requirements, communications methods, and
information display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, using assessment skills to determine resource needs
of the branch, collecting and organizing information, and as-
sessing workspace and resource requirements.

26.3.4 Maintain a unit log, given an incident or planned
event assignment and a unit log form, so that significant deci-
sions, actions, events, and work activities are documented and
the form is completed according to procedures.

(A) Requisite Knowledge. Use of a unit log form, agency stan-
dard operational procedures, information tracking methods,
documentation methods, and an understanding of what criti-
cal incident information needs to be recorded.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

26.3.5 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a de-
mobilization plan, so that staff understand the demobilization
process, procedures in the plan are followed, performance
ratings are completed, staff are released according to the plan,
and transportation home is provided.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 27 Supply Unit Leader

27.1 General.

27.1.1* For qualification at the Supply Unit Leader level, the
candidate shall meet the general knowledge requirements in
27.1.1.1, the general skill requirements in 27.1.1.2, and the job
performance requirements (JPRs) defined in Sections 27.2
and 27.3.

27.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the role
of Supply Unit Leader, knowledge of the National Incident Man-
agement System (NIMS) and the Incident Command System
(ICS), Incident Action Plan (IAP) content, ICS forms, types of
communications equipment and devices, office supplies and
equipment for Supply Unit duties, requirements of managing
the Supply Unit, JPRs of the Supply Unit staff, and knowledge of
agency standard operating procedures and knowledge of proce-
dures for stopping unsafe or incorrect acts or operations.

27.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, using written and verbal communication skills, using
interpersonal skills, evaluating incident information, manag-
ing communications, communicating in such a manner that
information is successfully transferred and objectives are met,
and recognizing and identifying unsafe acts and operations.

27.2 Assume and Transfer the Position of Supply Unit
Leader. This duty shall involve assuming the role of Supply
Unit Leader at an incident or planned event and transferring
the duties of that role to another person at the appropriate
time, according to the following JPRs.

27.2.1 Assume the role of the Supply Unit Leader within an
ICS at an incident or planned event, given an incident or
planned event, an IAP, an incident briefing, standard operat-
ing procedures, and communications equipment, so that a
Supply Unit is established; relevant situational information of
the incident or planned event is gained and maintained; the
relationship with the outgoing Supply Unit Leader or other
personnel performing the function (if previously established)
is established and maintained; the priorities, goals, and objec-
tives of the Incident Commander (IC) and Logistics Section
are received and understood; notification of position assump-
tion is verbalized and documented; and the location of Supply
Unit Leader is identified and confirmed with the Logistics Sec-
tion Chief or IC.

(A) Requisite Knowledge. The role and duties of a Supply
Unit Leader within the ICS; organizational policies and proce-
dures for the Supply Unit Leader; accountability protocols;
resource types and deployment methods; documentation
methods and requirements; availability, capabilities, and limi-
tations of responders and other resources; communication
problems and needs; communications interoperability re-
quirements, methods, and means; limitations and capabilities
of communications systems; and dispatch protocols.

(B) Requisite Skills. Using reference materials, evaluating in-
cident information, managing communications, and commu-
nicating in such a manner that information is successfully
transferred and objectives are met.
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27.2.2 Manage the transfer of Supply Unit Leader duties at
an incident or planned event, given an incident or planned
event, an established command structure and a Supply Unit
Leader, an IAP either written or verbal, a current situation
status, a command post, incident documentation, and com-
munications equipment, so that incident information is ex-
changed, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident complexity are
accounted for, the new Supply Unit Leader is fully briefed on
the incident or planned event, and the new Supply Unit
Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Supply Unit Leader
within the ICS; organizational policies and procedures for the
Supply Unit Leader; accountability protocols; resource types
and deployment methods; documentation methods and re-
quirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications requirements; and types of tasks and
assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Planning Section Chief, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

27.3 Perform the Role of Supply Unit Leader at an Incident
or Planned Event. The Supply Unit Leader shall be respon-
sible for ordering personnel, equipment, and supplies; receiv-
ing and storing all supplies for the incident or planned event;
maintaining an inventory of supplies; and servicing non-
expendable supplies and equipment.

27.3.1 Prepare and implement a plan to provide the supplies
necessary to support an incident or planned event, given an
incident or planned event; personnel; sources of information
on potential supply needs and sources; IC, Logistics Section
Chief, and Service Branch Director’s priorities and objectives;
incident documentation supplies and equipment; and com-
munication equipment; so that the plan supports incident
needs; adequate supplies are ordered, managed, and distrib-
uted through the incident or planned event to meet incident
or planned event needs; and the plan is implemented accord-
ing to procedures.

(A) Requisite Knowledge. IAPs, potential supplies necessary
to support the IAP, forecasting methods for future supply
needs, purchasing and procurement protocols, and distribu-
tion processes and procedures.

(B) Requisite Skills. Forecasting supply needs for an incident
or planned event and using resource inventory management
and distribution systems.

27.3.2 Acquire workspace and resources to perform assigned
duties in coordination with Facilities and Ground Support Units
at an incident or planned event, given an incident or planned
event, established Facilities and Ground Support Units, and the
duties of the Supply Unit, so that an adequate workspace is estab-
lished at each facility and the resources needed to perform the
assigned duties are acquired and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the Supply Unit responsibilities and capabilities, ICS

forms, types of information sources, documentation methods
and requirements, communications methods, and informa-
tion display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, using assessment skills to determine resource needs
of the branch, collecting and organizing information, and as-
sessing workspace and resource requirements.

27.3.3 Prepare for and provide information for use in plan-
ning meetings as requested at an incident or planned event,
given an incident or planned event, resource and status infor-
mation, ICS incident planning forms, and incident documen-
tation equipment and supplies, so that accurate supply re-
quirement information is provided for use at planning
meetings and incident documentation forms, equipment, and
supplies are used correctly.

(A) Requisite Knowledge. IAPs, planning forms, potential
supplies necessary to support the IAP, and documentation
protocols.

(B) Requisite Skills. Using the IAP, forecasting methods for
future supply needs, employing purchasing and procurement
protocols, and performing distribution processes and proce-
dures.

27.3.4 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event, duties of the Supply Unit,
tools and equipment, and special requests for resources and
information, so that procedures are established for work ac-
tivities, work schedules are established, staff resources to per-
form needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the Sup-
ply Unit, time management requirements, duties of service
branch positions, management processes, types of information
sources, schedule types and display methods, and ICS forms and
specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC, Logis-
tics Section Chief, or Support Branch Director.

27.3.5 Maintain a unit log, given an incident or planned
event and a unit log form, so that significant decisions, actions,
events, and work activities are documented and the form is
completed and submitted according to procedures.

(A) Requisite Knowledge. Use of unit log form, agency stan-
dard operational procedures, information-tracking methods,
documentation methods, and an understanding of what criti-
cal incident information needs to be recorded.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

27.3.6 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,
procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.
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(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 28 Facilities Unit Leader

28.1 General.

28.1.1* For qualifications at the Facilities Unit Leader level, the
candidate shall meet the general knowledge requirements in
28.1.1.1, the general skill requirements in 28.1.1.2, and the job
performance requirements (JPRs) defined in Sections 28.2 and
28.3 of this standard.

28.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the role
of Facilities Unit Leader, knowledge of the National Incident
Management System (NIMS) and the Incident Command Sys-
tem (ICS), Incident Action Plan (IAP) content, ICS forms, types
of communications equipment and devices, office supplies and
equipment for Facilities Unit duties, requirements of managing
the Facilities Unit, job performance requirements of the Facili-
ties Unit Staff, knowledge of agency standard operating proce-
dures, and knowledge of procedures for stopping unsafe or in-
correct acts or operations.

28.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, and anticipating hazards and
taking action in a proactive manner to ensure responder safety
and health, and recognizing and identifying unsafe acts and
operations.

28.2 Assume and Transfer the Position of Facilities Unit
Leader. This duty shall involve assuming the role of Facilities
Unit Leader at an incident or planned event and transferring
those duties to another person at the appropriate time, ac-
cording to the following JPRs.

28.2.1 Assume role of Facilities Unit Leader within an ICS at
an incident or planned event, given an incident or planned
event, an IAP, an incident briefing, standard operating proce-
dures, and communications equipment, so that a Facilities
Unit is established; relevant situational information of the in-
cident or planned event is gained and maintained; the rela-
tionship with the outgoing Facilities Unit Leader or other per-
sonnel performing the function (if previously established) is
established and maintained; the priorities, goals, and objec-
tives of the Incident Commander (IC) and Logistics Section
are received and understood; notification of position assump-
tion is verbalized and documented; and the location of Facili-
ties Unit Leader is identified and confirmed with the Logistics
Section Chief or IC.

(A) Requisite Knowledge. The role and duties of a Facilities
Unit Leader within the ICS; organizational policies and proce-
dures for the Facilities Unit Leader; accountability protocols; re-
source types and deployment methods; documentation methods
and requirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications interoperability requirements, methods,

and means; limitations and capabilities of communications sys-
tems; and dispatch protocols.

(B) Requisite Skills. Using reference materials, evaluating in-
cident information, managing communications, and commu-
nicating in such a manner that information is successfully
transferred and objectives are met.

28.2.2 Manage the transfer of Facilities Unit Leader duties at
an incident or planned event, given an incident or planned
event, an established command structure and a Facilities Unit
Leader, an IAP either written or verbal, a current situation
status, a command post, incident documentation, and com-
munications equipment, so that incident information is ex-
changed, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident complexity are
accounted for, the new Facilities Unit Leader is fully briefed
on the incident or planned event, and the new Facilities Unit
Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources; resource accountability and tracking process;
use of ICS forms; the role and duties of a Facilities Unit Leader
within the ICS; organizational policies and procedures for the
Facilities Unit Leader; accountability protocols; resource types
and deployment methods; documentation methods and re-
quirements; availability, capabilities, and limitations of re-
sponders and other resources; communication problems and
needs; communications requirements; and types of tasks and
assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Planning Section Chief, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

28.3* Perform the Role of Facilities Unit Leader at an Inci-
dent or Planned Event. The Facilities Unit Leader shall be re-
sponsible for determining facility and security requirements at all
incident facilities and for the layout and activation of incident
facilities [e.g., Base, Camp(s), and Incident Command Post].

28.3.1 Prepare and implement a plan to provide the facilities
and security procedures necessary to support an incident or
planned event, given an incident or planned event, personnel,
sources of information on potential facility needs and sources,
priorities and objectives of the IC and Logistics Section Chief,
incident documentation supplies and equipment, and com-
munications equipment, so that the plan supports incident
needs; adequate facilities are established, managed, secured,
and distributed throughout the incident or planned event;
and the plan is implemented according to procedures.

(A) Requisite Knowledge. IAP, potential facilities necessary to
support the IAP, forecasting methods for future facility needs,
facility security procedures, acquisition of needed materials,
and environmental and safety regulations and constraints.

(B) Requisite Skills. Forecasting facility needs for an incident
or planned event, coordinating with affected ICS compo-
nents, and setting up the facility to meet user needs.

28.3.2 Acquire workspace and resources to perform assigned
duties in coordination with Supply and Ground Support Units
at an incident or planned event, given an incident or planned
event, established Supply and Ground Support Units, and the
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duties of the Facilities Unit, so that an adequate workspace is
established for the Facilities Unit and the resources needed to
perform the assigned duties are acquired and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the Facilities Unit responsibilities and capabilities,
ICS forms, types of information sources, documentation
methods and requirements, communications methods, and
information display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, using assessment skills to determine resource needs
of the Facilities Unit, collecting and organizing information,
and assessing workspace and resource requirements.

28.3.3 Prepare for and provide information to be used in
planning meetings as requested at an incident or planned
event, given an incident or planned event, resource and status
information, ICS incident planning forms, and incident docu-
mentation equipment and supplies, so that accurate supply
requirement information is provided for use at planning
meetings and incident documentation forms, equipment, and
supplies are used correctly.

(A) Requisite Knowledge. IAP content and application, plan-
ning forms, potential supplies necessary to support the IAP,
and documentation protocols.

(B) Requisite Skills. Using the IAP, forecasting methods for
future supply needs, employing purchasing and procurement
protocols, and performing distribution processes and proce-
dures.

28.3.4 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event, duties of the Facilities
Unit, tools and equipment, and special requests for resources
and information, so that procedures are established for work
activities, work schedules are established, staff resources to
perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the Facili-
ties Unit, time management requirements, duties of Facilities
Unit positions, management processes, types of information
sources, schedule types and display methods, and ICS forms and
specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC, Logis-
tics Section Chief, or Support Branch Director.

28.3.5 Maintain a unit log, given an incident or planned
event and a unit log form, so that significant decisions, actions,
events, and work activities are documented and the form is
completed and submitted according to procedures.

(A) Requisite Knowledge. Use of a unit log form, agency stan-
dard operational procedures, information-tracking methods,
documentation methods, and an understanding of what criti-
cal incident information needs to be recorded.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

28.3.6 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,

procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 29 Ground Support Unit Leader

29.1 General.

29.1.1* For qualification at the Ground Support Unit Leader
level, the candidate shall meet the general knowledge require-
ments in 29.1.1.1, the general skill requirements in 29.1.1.2,
and the job performance requirements (JPRs) defined in Sec-
tions 29.2 and 29.3.

29.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Ground Support Unit Leader, knowledge of the Na-
tional Incident Management System (NIMS) and the Incident
Command System (ICS), Incident Action Plan (IAP) content,
ICS forms, types of communications equipment and devices,
office supplies and equipment for Ground Support Unit du-
ties, requirements of managing the Ground Support Unit,
JPRs of the Ground Support Unit staff, knowledge of agency
standard operating procedures, and knowledge of procedures
for stopping unsafe or incorrect acts or operations.

29.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, communicating verbally and in written form, using in-
terpersonal skills, evaluating incident information, managing
communications, communicating in such a manner that infor-
mation is successfully transferred and objectives are met, and
recognizing and identifying unsafe acts and operations.

29.2 Assume and Transfer the Position of Ground Support
Unit Leader. This duty shall involve assuming the role of
Ground Support Unit Leader at an incident or planned event
and transferring the duties of that role to another person at
the appropriate time, according to the following JPRs.

29.2.1 Assume the role of Ground Support Unit Leader
within an ICS at an incident or planned event, given an inci-
dent or planned event, an IAP, an incident briefing, standard
operating procedures, and communications equipment, so
that a Ground Support Unit is established; relevant situational
information of the incident or planned event is gained and
maintained; the relationship with the outgoing Ground Sup-
port Unit Leader or other personnel performing the function
(if previously established) is established and maintained; the
priorities, goals, and objectives of the Incident Commander
(IC) and Logistics Section are received and understood; noti-
fication of position assumption is verbalized and documented;
and the location of Ground Support Unit Leader is identified
and confirmed with the Logistics Section Chief or IC.

(A) Requisite Knowledge. The role and duties of a Ground
Support Unit Leader within the ICS; organizational policies
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and procedures for the Ground Support Unit Leader; ac-
countability protocols; resource types and deployment meth-
ods; documentation methods and requirements; availability,
capabilities, and limitations of responders and other re-
sources; communication problems and needs; communica-
tions interoperability requirements, methods, and means;
limitations and capabilities of communications systems; and
dispatch protocols.

(B) Requisite Skills. Using reference materials, evaluating in-
cident information, managing communications, and commu-
nicating in such a manner that information is successfully
transferred and objectives are met.

29.2.2 Manage the transfer of Ground Support Unit Leader
duties at an incident or planned event, given an incident or
planned event, an established command structure and a
Ground Support Unit Leader, an IAP either written or verbal,
a current situation status, a command post, incident docu-
mentation, and communications equipment, so that incident
information is exchanged, reports and plans for the subse-
quent operational period are completed, continuity of author-
ity and situational awareness are maintained, changes in inci-
dent complexity are accounted for, the new Ground Support
Unit Leader is fully briefed on the incident or planned event,
and the new Ground Support Unit Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures; infor-
mation sources, resource accountability and tracking process;
use of ICS forms; the role and duties of a Ground Support Unit
Leader within the ICS; organizational policies and procedures
for the Ground Support Unit Leader; accountability protocols;
resource types and deployment methods; documentation meth-
ods and requirements; availability, capabilities, and limitations of
responders and other resources; communication problems and
needs; communications requirements; and types of tasks and as-
signment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Planning Section Chief, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

29.3 Perform the Role of Ground Support Unit Leader at an
Incident or Planned Event. This duty shall involve being re-
sponsible for the support of out-of-service resources; transpor-
tation of personnel, supplies, food, and equipment; fueling
service; maintenance and repair of vehicles and other ground
support equipment; and development and implementation of
the incident traffic plan.

29.3.1 Prepare and implement a plan to provide the ground
support services necessary to support an incident or planned
event, given an incident or planned event, personnel, sources
of information on potential facility and ground support needs
and sources, priorities and objectives of the IC and Logistics
Section Chief, incident documentation supplies and equip-
ment, and communication equipment, so that the plan sup-
ports incident needs, adequate ground support functions are
established and managed through the incident or planned
event, and the plan is implemented according to procedures.

(A) Requisite Knowledge. IAP content and application; nec-
essary support of out-of-service resources; methods and proce-
dures for transportation of personnel, supplies, food, and
equipment; fueling, service, maintenance, and repair of ve-

hicles and other ground support equipment; development
and implementation of an incident traffic plan; and how to
forecast changes in incident needs.

(B) Requisite Skills. Forecasting ground support needs for
an incident or planned event and coordinating with affected
ICS components.

29.3.2 Acquire workspace and resources to perform assigned
duties in coordination with Facilities and Ground Support
Units at an incident or planned event, given an incident or
planned event, established Facilities and Supply Units, and
the duties of Ground Support Unit, so that an adequate work-
space is established at each facility and the resources needed
to perform the assigned duties are acquired and documented.

(A) Requisite Knowledge. Resource requirements needed to
support the Ground Support responsibilities and capabilities,
ICS forms, types of information sources, documentation
methods and requirements, communications methods, and
information display methods.

(B) Requisite Skills. Using coordination skills to acquire re-
sources, using assessment skills to determine resource needs
of the branch, collecting and organizing information, and as-
sessing workspace and resource requirements.

29.3.3 Prepare for and provide information needed in plan-
ning meetings as requested at an incident or planned event,
given an incident or planned event, resource and status infor-
mation, ICS incident planning forms, and incident documen-
tation equipment and supplies, so that accurate ground sup-
port requirement information is provided for use at planning
meetings and incident documentation forms, equipment, and
supplies are used correctly.

(A) Requisite Knowledge. Knowledge of the IAP, planning
forms, and documentation protocols.

(B) Requisite Skills. Using the IAP, determining potential
ground support resources necessary to support the IAP, and
forecasting methods for future ground support needs.

29.3.4 Manage the workflow process and set time schedules to
accomplish assigned duties at an incident or planned event,
given an incident or planned event, duties of the Ground Sup-
port Unit, tools and equipment, and special requests for re-
sources and information, so that procedures are established for
work activities, work schedules are established, staff resources to
perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements of the
Ground Support Unit, time management requirements, du-
ties of Ground Support Unit positions, management pro-
cesses, types of information sources, schedule types and dis-
play methods, and ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from the IC, Logis-
tics Section Chief, or Support Branch Director.

29.3.5 Maintain a unit log, given an incident or planned
event and a unit log form, so that significant decisions, actions,
events, and work activities are documented and the form is
completed and submitted according to procedures.

(A) Requisite Knowledge. Use of a unit log form, agency stan-
dard operational procedures, information-tracking methods,
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documentation methods, and an understanding of what criti-
cal incident information needs to be recorded.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

29.3.6 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,
procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 30 Finance/Administration Section Chief

30.1 General.

30.1.1* For qualification at the Finance/Administration Sec-
tion Chief level, the candidate shall meet the general knowl-
edge requirements in 30.1.1.1, the general skill requirements
in 30.1.1.2, and the job performance requirements (JPRs) de-
fined in Sections 30.2 and 30.3.

30.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Finance/Administration Section Chief; knowledge of
the National Incident Management System (NIMS) and the
Incident Command System (ICS); generally acceptable ac-
counting practices; necessary ICS forms; basic incident infor-
mation; name of the incident; location of command post, In-
cident Commander (IC), and others; knowledge of common
responsibilities in the ICS requirements of managing a brief-
ing; JPRs of the Finance/Administration section staff; agency
standard operating procedures; and knowledge of procedures
for stopping unsafe or incorrect acts or operations.

30.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, determining which documents of the AHJ are to be
used, determining the financial reporting requirements of an
incident or planned event, and recognizing and identifying
unsafe acts and operations.

30.2 Assume and Transfer the Position of Finance/
Administration Section Chief. This duty shall involve assum-
ing the role of Finance/Administration Section Chief at an
incident or planned event and transferring the duties of that
role to another person at the appropriate time, according to
the following JPRs.

30.2.1 Assume the role of the Finance/Administration Section
Chief within an ICS at an incident or planned event, given an
incident or planned event, an Incident Action Plan(IAP), an in-
cident briefing, standard operating procedures, and communi-
cations equipment, so that a Finance/Administration Section is
established; relevant situational information of the incident or
planned event is gained and maintained; the relationship with
the outgoing Finance/Administration Section Chief or other

personnel performing the function (if previously established) is
established and maintained; the priorities, goals, and objectives
of the IC are received and understood; notification of position
assumption is verbalized and documented; and the location of
the Finance/Administration Section Chief is identified and con-
firmed with the IC.

(A) Requisite Knowledge. The role and duties of a Finance/
Administration Section Chief within the ICS; organizational
policies and procedures for the Finance/Administration Sec-
tion Chief; accountability protocols; resource types and de-
ployment methods; documentation methods and require-
ments; availability, capabilities, and limitations of responders
and other resources; communication problems and needs;
communications requirements, methods, and means; and fi-
nancial and accounting procedures used by the AHJ.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

30.2.2 Manage the transfer of Finance/Administration Section
Chief duties at an incident or planned event, given an incident or
planned event, an established command structure and Finance/
Administration Section Chief; an IAP, a current situation status, a
command post, incident documentation, and communications
equipment, so that incident information is exchanged, reports
and plans for the subsequent operational period are completed,
continuity of authority and situational awareness are maintained,
changes in incident complexity are accounted for, the new
Finance/Administration Section Chief is fully briefed on the in-
cident or planned event, and the new Finance/Administration
Section Chief is identified.

(A) Requisite Knowledge. Transfer of duty procedures; the
role and duties of a Finance/Administration Section Chief
within the ICS; organizational policies and procedures for the
Finance/Administration Section Chief; accounting protocols,
resources, documentation methods, and requirements; brief-
ing requirements; availability, capabilities, and limitations of
finance/administration services providers; data collection
methods; communication problems and needs; communica-
tions requirements; incident priorities; and technical refer-
ences related to the type of incident or planned event.

(B) Requisite Skills. Conducting a transfer briefing meeting,
using financial/administration protocol skills such as accounting
and computer services, acquiring and documenting information
and orders from the IC, using reference materials, evaluating
incident information, managing communications, communicat-
ing in such a manner that information is successfully transferred
and objectives are met, and developing an IAP.

30.3 Perform the Role of Finance/Administration Section
Chief at an Incident or Planned Event. This duty shall involve
command of the Finance/Administration Section within the
ICS at an incident or planned event; monitoring incident con-
ditions and needs; providing necessary information to Com-
mand and General staff; and developing, implementing, and
maintaining an incident finance/administration plan; review-
ing contracts, memoranda of understanding, and cooperative
agreements for incident management and application; deter-
mining the need for commissary operations; providing input
on financial and cost analysis matters; and maintaining time
records, according to the following JPRs.
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30.3.1 Collect, evaluate, and process incident financial and ad-
ministrative information, given an incident or planned event, re-
source and situation status information, incident documentation
supplies and equipment, and communications equipment, so
that all relevant information is obtained; incident status is moni-
tored and alternative financial or administrative strategies are de-
veloped; necessary information is presented during operational
briefings; demobilization is considered throughout the incident
or planned event; interpersonal and interagency working rela-
tionships are initiated and maintained; the impact on contrac-
tual agreements, memoranda of understanding, and working
agreements are assessed; flexibility in decision making related to
other section needs and incident conditions is demonstrated; ef-
fective span-of-control is maintained; incident documentation is
completed correctly; and communications equipment is used
correctly.

(A) Requisite Knowledge. The role and duties of a Finance/
Administration Section Chief within the ICS; organizational
policies and procedures for the Finance/Administration Sec-
tion Chief; accountability protocols; resource types and de-
ployment methods; documentation methods and require-
ments; availability, capabilities, and limitations of responders
and other resources; communication problems and needs;
communications requirements, methods, and means; and fi-
nancial and accounting procedures used by the AHJ.

(B) Requisite Skills. Acquiring and documenting informa-
tion and orders from the IC, using reference materials, evalu-
ating incident information, managing communications, and
communicating in such a manner that information is success-
fully transferred and objectives are met.

30.3.2 Create or update a written Finance/Administration plan
for an incident or planned event, given an incident or planned
event, an IAP, financial/administrative business information, in-
jury reports and claims, planning meetings, situation and re-
source status information, incident documentation equipment
and supplies, and communications equipment, so that all rel-
evant incident information is obtained; the potential for incident
injury, compensation, pay, claims, and procurement needs are
identified; immediate and long-range financial requirements are
addressed; the plan reflects the scope of incident operations;
Finance/Administration Section priorities are identified and
conveyed to the appropriate parties; appropriate Finance/
Administration Units are activated and coordinated as required;
work locations are assigned; the needs of the IAP are reflected in
the plan; incident documentation equipment and supplies are
used correctly; and communications equipment is used correctly.

(A) Requisite Knowledge. Knowledge of the size and com-
plexity of the incident or planned event, personnel assign-
ments and workloads, necessary ICS forms, worker compensa-
tion requirements for the responding organizations,
budgeting and cost management procedures of local agen-
cies, the components of a finance/administration plan per the
AHJ’s procedures, and spreadsheets and other Finance/
Administration database and word processing tools.

(B) Requisite Skills. Operating data processing (computer)
equipment and software needed to create a finance/
administration plan.

30.3.3 Implement an incident finance/administration plan,
given a incident or planned event, an IAP, requests for resources,
injury and accident reports, incident resource data, vendors, in-
cident documentation equipment and supplies, and communi-
cations equipment, so that the plan is implemented as written,

the necessary resources are ordered and delivered, arrange-
ments for financial reimbursement of acquired resources are
documented, accurate records for post-incident accounting and
reimbursement are maintained, on-going cost analysis measures
are implemented, excess resources are identified, pertinent in-
formation is relayed to Command and General Staff, incident
documentation equipment is correctly operated, and communi-
cations equipment is used correctly.

(A) Requisite Knowledge. Knowledge of the IAP and the
Finance/Administration plan, resources available in the
Finance/Administration Section to implement the plan,
space and working areas necessary to implement the plan, and
initial section operating procedures.

(B) Requisite Skills. Identifying the data needed to imple-
ment the Finance/Administration plan.

30.3.4 Conduct a Finance/Administration meeting at an in-
cident or planned event, given an incident or planned event,
resource and situation status information, resources assigned
to the Finance/Administration Section, incident financial and
administrative information, meeting facilities, and incident
documentation equipment and supplies, so that support staff
are aware of meeting assignments; an agenda reflecting the
needs of the incident or planned event is developed; Com-
mand Staff members are able to identify requirements for
their respective sections; legal or fiscal constraint information
is provided to Command and General Staff; the meeting
meets its objectives and covers the agenda in scheduled time;
information developed at the meeting is transmitted to the
appropriate members of the ICS structure in a timely and effi-
cient manner; the development, approval, and implementa-
tion of transfer of command is coordinated when the incident
escalates/deescalates; and incident documentation equip-
ment and supplies are used correctly.

(A) Requisite Knowledge. Knowledge of the IAP and the
Finance/Administration portion of that plan and the informa-
tion needed as the outcome of a Finance/Administration
meeting.

(B) Requisite Skills. Conducting a meeting using verbal
skills, recording skills, facilitation skills, and the skill to com-
municate information in a timely manner.

30.3.5 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Finance/Administration Section Chief, so that procedures are
established for work activities, work schedules are established,
staff resources to perform needed tasks are obtained, and
tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Finance/Administration Section Chief, time
management requirements, management processes, types of
information sources, schedule types and display methods, and
ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

30.3.6 Maintain a unit log, given an incident or planned
event assignment and a unit log form, so that significant
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decisions, actions, events, and work activities are captured
and the form is completed according to procedures.

(A) Requisite Knowledge. Use of a unit log form, agency stan-
dard operational procedures, information-tracking methods,
documentation methods, and an understanding of critical in-
cident information.

(B) Requisite Skills. Documenting actions taken within the
position and utilizing ICS forms.

30.3.7 Manage the demobilization process for assigned staff,
given an incident or planned event, assigned staff, and a demobi-
lization plan, so that staff understand the demobilization process,
procedures in the plan are followed, performance ratings are
completed, and staff are released according to the plan.

(A) Requisite Knowledge. Local and incident-specific proce-
dures for incident termination and demobilization.

(B) Requisite Skills. Estimating resources needed to handle
remaining workload, using ICS forms, and communicating de-
mobilization information to assigned resources.

Chapter 31 Compensation/Claims Unit Leader

31.1 General.

31.1.1* For qualification at the Compensation/Claims Unit
Leader level, the candidate shall meet the general knowledge
requirements in 31.1.1.1, the general skill requirements in
31.1.1.2, and the job performance requirements (JPRs) de-
fined in Sections 31.2 and 31.3.

31.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Compensation/Claims Unit Leader, knowledge of the
National Incident Management System (NIMS) and the Inci-
dent Command System (ICS), Compensation and Claims pro-
tocols and procedures for their agencies and for the incident
or planned event, understanding the medical and health and
safety plans, insurance and other compensation and claims
procedures, Incident Action Plan (IAP) content, ICS forms,
types of communications devices, office supplies and equip-
ment for Compensation and Claims duties, types of resources
commonly used at emergency events, agency standard operat-
ing procedures, and knowledge of procedures for stopping
unsafe or incorrect acts or operations.

31.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, organizing tasks and plans, processing compensation
and claims, communicating verbally and in writing, utilizing
communications devices, presenting information in a clear
and logical fashion, and recognizing and identifying unsafe
acts and operations.

31.2 Assume and Transfer the Position of Compensation/
Claims Unit Leader. This duty shall involve assuming the role
of Compensation/Claims Unit Leader at an incident or
planned event and transferring the duties of that role to an-
other person at the appropriate time, according to the follow-
ing JPRs.

31.2.1 Assume the role of Compensation/Claims Unit
Leader within an ICS at an incident or planned event, given an
incident or planned event, an IAP, an incident briefing, stan-
dard operating procedures, and communications equipment,
so that a Compensation/Claims Unit is established; relevant
situational information of the incident or planned event is
gained and maintained; the relationship with the outgoing
Compensation/Claims Unit Leader or other personnel per-
forming the function (if previously established) is established
and maintained; the priorities, goals, and objectives of the In-
cident Commander (IC) and other sections are received and
understood; notification of position assumption is verbalized
and documented; and the location of Compensation/Claims
Unit Leader is identified and confirmed with the Finance/
Administration Section Chief or IC.

(A) Requisite Knowledge. The role and duties of a
Compensation/Claims Unit Leader within the ICS, organiza-
tional policies and procedures for the Compensation/Claims
Unit Leader, accountability protocols, resource types and deploy-
ment methods, and documentation methods and requirements.

(B) Requisite Skills. Using reference materials, evaluating in-
cident information, managing communications, communicat-
ing in such a manner that information is successfully trans-
ferred and objectives are met, and completing Compensation/
Claims forms.

31.2.2 Manage the transfer of Compensation/Claims Unit
Leader duties at an incident or planned event, given an incident
or planned event, an established command structure and a
Compensation/Claims Unit Leader, an IAP either written or ver-
bal, a current situation status, a command post, incident docu-
mentation, and communications equipment, so that incident in-
formation is exchanged, reports and plans for the subsequent
operational period are completed, continuity of authority and
situational awareness are maintained, changes in incident com-
plexity are accounted for, the new Compensation/Claims Unit
Leader is fully briefed on the incident or planned event, and the
new Compensation/Claims Unit Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures, infor-
mation sources, resource accountability and tracking process,
use of ICS forms, the role and duties of a Compensation/
Claims Unit Leader within the ICS, organizational policies
and procedures for the Compensation/Claims Unit Leader,
accountability protocols, resource types and deployment
methods, documentation methods and requirements, and
types of tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Finance/Administration Section Chief, using reference
materials, evaluating incident information, managing com-
munications, and communicating in such a manner that infor-
mation is successfully transferred and objectives are met.

31.3 Perform the Role of Compensation/Claims Unit
Leader at an Incident or Planned Event. The Compensation/
Claims Unit Leader shall be responsible for the overall man-
agement and direction of all administration matters pertain-
ing to compensation for injury and claims-related activities
(other than injury) for an incident or planned event.

31.3.1 Gather and store incident information on injuries and
claims related to the duties of the Compensation/Claims Unit
at an incident or planned event, given an incident or planned
event; incident objectives; injury and claim data; workers’
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compensation rules and regulations; documentation equipment,
supplies, and procedures; and sufficient trained personnel; so
that all injuries and claims are documented in a timely manner,
Compensation/Claims summaries are developed, fraudulent
claims are identified and adjudicated, personnel are assigned
and supervised appropriately, Compensation/Claims objectives
in the IAP are met, records are stored in an organized and secure
manner, and the Finance/Administration Section Chief and/or
IC receive the information they require.

(A) Requisite Knowledge. Information gathering and storage
systems, policies for maintaining data security, an understand-
ing of what types of information are confidential, and the
Health Insurance Portability and Accountability Act (HIPAA)
requirements.

(B) Requisite Skills. Evaluating incident data for trends and
for areas of improvement.

31.3.2 Develop incident Compensation/Claims procedures
at an incident or planned event, given an incident or planned
event, agency policies, incident accident reports and claims,
communications equipment, and access to incident, insur-
ance, and legal personnel, so that a Compensation/Claims
system is established, Compensation/Claims data can be sum-
marized and evaluated, information is provided to other inci-
dent personnel in a timely manner, and summaries are pro-
vided to the Finance/Administration Section Chief.

(A) Requisite Knowledge. Federal and state workers’ com-
pensation regulations relative to the types of responders,
property insurance procedures and practices, information
gathering and storage systems, policies for maintaining data
security, an understanding of what types of information are
confidential, and HIPAA requirements.

(B) Requisite Skills. Developing procedures and communi-
cating them to the Finance/Administration Section Chief and
other Section Chiefs, assembling and evaluating compensa-
tion and property claims data, evaluating incident compensa-
tion and property claims data for trends and for areas of im-
provement, establishing a compensation/claims work area as
close to the Medical Unit as possible, and establishing commu-
nications with the Medical Unit.

31.3.3 Develop a Compensation/Claims auditing program at
an incident or planned event, given an incident or planned
event, trained personnel, a data collection system, guidelines
for authorized expenditures, agency policies, and documenta-
tion equipment and supplies, so that all expenditures are veri-
fied, only valid costs and claims are reimbursed, all expendi-
tures are documented, agency policies are followed, and
records are stored in a proper manner for future retrieval.

(A) Requisite Knowledge. Standard auditing methods such
as number of audits needed to reflect practices in the field,
appropriate cost and claims policies and practices, and rel-
evant agency polices and practices dealing with compensation
and claims.

(B) Requisite Skills. Evaluating data and documents to deter-
mine the validity of expenditures and claims, interviewing per-
sonnel and acquiring needed information as part of the audit-
ing process, and reviewing logs and forms produced by
Compensation/Claims specialists to ensure compliance with
agency requirements and policies.

31.3.4 Coordinate the activities of the Compensation Injury
Specialist and Claims Specialist and an incident or planned

event, given an incident or planned event, assigned person-
nel, and agency policies and procedures, so that Compensa-
tion and Claims logs are developed and maintained, data are
reviewed with the Compensation Injury Specialist and Claims
Specialist, procedures are established to monitor and report
on hospitalized responders, all agency policies and proce-
dures are followed, and the unit log (ICS Form 214) is com-
pleted each shift by the Compensation Injury Specialist and by
the Claims Specialist.

(A) Requisite Knowledge. Claims and compensation proce-
dures and practices, proper forms for billing doctors and hos-
pitals, necessary witness statement forms as provided by Safety
and Medical Unit, mitigation of a potential claim, and knowl-
edge of when to request further investigation of claims or
compensation requests.

(B) Requisite Skills. Resolving potential claims, coordinating
with investigation teams and external agencies, obtaining wit-
ness statements pertaining to claims, and reviewing investiga-
tions for completeness and follow-up action as needed by local
agency practices.

31.3.5 Acquire workspace and resources to perform the as-
signed duties of the Compensation/Claims Unit at an inci-
dent or planned event, given an incident or planned event, an
established Compensation/Claims Unit, and the duties of the
Compensation/Claims Unit, so that an adequate workspace is
established at each facility and resources to assure documen-
tation are acquired.

(A) Requisite Knowledge. Number of staff assigned, work pe-
riods and the required forms to be used, and data processing
software and hardware requirements.

(B) Requisite Skills. Tracking and recording resources and
communicating by radio and other means.

31.3.6 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Compensation/Claims Unit Leader, so that procedures are
established for work activities, work schedules are established,
staff resources to perform needed tasks are obtained, and
tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Compensation/Claims Unit Leader, time
management requirements, management processes, types of
information sources, schedule types and display methods, and
ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

31.3.7 Maintain a unit log, given an incident or planned
event and a unit log form, so that significant decisions, actions,
events, and work activities are documented and the form is
completed and submitted according to standard operating
procedures (SOPs).

(A) Requisite Knowledge. Use of unit log forms, IAP, meth-
ods of gathering and reporting log information, types and
quantities of the resources on site, and time-tracking methods.
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(B) Requisite Skills. Operating data processing hardware
and software to gather information in the Compensation/
Claims Unit.

31.3.8 Investigate compensation requests and property
claims at an incident or planned event, given an incident or
planned event, assigned personnel, compensation requests
and property claims, agency investigative policies and proce-
dures, investigation tools and equipment, cameras and other
documentation equipment, and accident investigation re-
ports from the Safety Officer, Medical Officer, or other inci-
dent management personnel, so that the accuracy of all com-
pensation and property claims is determined, necessary data
are collected and documented, and the site and property in-
volved in the investigation are protected from being disturbed
until the investigation is completed.

(A) Requisite Knowledge. Compensation and claims proce-
dures and policies, procedures for providing written authority
for persons requiring medical treatment according to agency
policy, procedures for providing correct billing forms for
transmittal to doctor and hospitals, required forms, content of
medical, safety, and demobilization plans, and billing proce-
dures.

(B) Requisite Skills. Establishing contact with the Incident
Safety Officer, Liaison Officer, and agency representatives and
ensuring that all compensation for Injury and Claims logs and
forms are completed and routed to the appropriate agency for
post-incident processing prior to demobilization.

31.3.9 Supervise the demobilization of the Compensation/
Claims Unit at an incident or planned event, given an incident or
planned event, a demobilization plan, and agency policies for the
transfer of information and records, so that demobilization pro-
cedures are followed, Compensation/Claims records and docu-
ments are completed and submitted, demobilization is coordi-
nated with other parts of the command structure, and all records
and documentation are stored appropriately.

(A) Requisite Knowledge. Knowledge of the NIMS and the
National Response Framework, IAP content, ICS forms,
proper use of communications devices, and agency demobili-
zation standard operating procedures.

(B) Requisite Skills. Organizing and assigning tasks necessary
to supervise an incident demobilization plan, communicating
verbally and in writing, utilizing communications devices, pre-
senting information in a clear and logical fashion, forecasting
demobilization needs and potential outcomes, developing al-
ternative demobilization plans and/or levels of assigned per-
sonnel, and coordinating with approved agencies to look after
injured personnel in local hospitals after demobilization.

Chapter 32 Cost Unit Leader

32.1 General.

32.1.1* For qualification at the Cost Unit Leader level, the
candidate shall meet the general knowledge requirements in
32.1.1.1, the general skill requirements in 32.1.1.2, and the job
performance requirements (JPRs) defined in Sections 32.2
and 32.3.

32.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Cost Unit Leader, knowledge of the National Incident

Management System (NIMS) and the Incident Command Sys-
tem (ICS), cost-reporting protocols and procedures for their
agencies and the incident and cost-accounting protocols and
procedures, Incident Action Plan (IAP) content, ICS forms,
types of communications devices, office supplies and equip-
ment for cost accounting, types of resources and costs com-
monly encountered at emergency events, knowledge of
agency standard operating procedures, and knowledge of pro-
cedures for stopping unsafe or incorrect acts or operations.

32.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, organizing tasks and plans, processing cost analysis
and financial information, communicating verbally and in
writing, utilizing communications devices, presenting infor-
mation in a clear and logical fashion, and recognizing and
identifying unsafe acts and operations.

32.2 Assume and Transfer the Position of Cost Unit Leader.
This duty shall involve assuming the role of Cost Unit Leader
at an incident or planned event and transferring the duties of
that role to another person at the appropriate time, according
to the following JPRs.

32.2.1 Assume the role of Cost Unit Leader within an ICS at
an incident or planned event, given an incident or planned
event, an IAP, an incident briefing, standard operating proce-
dures, and communications equipment, so that a Cost Unit is
established; relevant situational information of the incident or
planned event is gained and maintained; the relationship with
the outgoing Cost Unit Leader or other personnel performing
the function (if previously established) is established and
maintained; the priorities, goals, and objectives of the Inci-
dent Commander (IC) and other sections are received and
understood; notification of position assumption is verbalized
and documented; and the location of the Cost Unit Leader is
identified and confirmed with the Finance/Administration
Section Chief or IC.

(A) Requisite Knowledge. The role and duties of a Cost Unit
Leader within the ICS, organizational policies and procedures
for the Cost Unit Leader, accountability protocols, resource
types and deployment methods, and documentation methods
and requirements.

(B) Requisite Skills. Using reference materials, evaluating in-
cident information, managing communications, communicat-
ing in such a manner that information is successfully trans-
ferred and objectives are met, and completing Cost Unit
forms.

32.2.2 Manage the transfer of Cost Unit Leader duties at an
incident or planned event, given an incident or planned
event, an established command structure and a Cost Unit
Leader, an IAP either written or verbal, a current situation
status, a command post, incident documentation, and com-
munications equipment, so that incident information is ex-
changed, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident complexity are
accounted for, the new Cost Unit Leader is fully briefed on the
incident or planned event, and the new Cost Unit Leader is
identified.
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(A) Requisite Knowledge. Transfer of duty procedures, infor-
mation sources, resource accountability and tracking process,
use of ICS forms, the role and duties of a Cost Unit Leader
within the ICS, organizational policies and procedures for the
Cost Unit Leader, accountability protocols, resource types and
deployment methods, documentation methods and require-
ments, and types of tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Finance/Administration Section Chief, using reference
materials, evaluating incident information, managing com-
munications, and communicating in such a manner that infor-
mation is successfully transferred and objectives are met.

32.3 Perform the Role of Cost Unit Leader at an Incident or
Planned Event. The Cost Unit Leader shall be responsible for
collecting and recording all cost data, preparing incident cost
summaries, preparing resource-use cost estimates for the Plan-
ning section, recommending cost savings to the Finance/
Administration Section Chief, maintaining cumulative incident
cost records, completing all records prior to demobilization, pro-
viding reports to the Financial/Administration Section Chief,
and maintaining a unit log form.

32.3.1 Implement and maintain a cost data collection system
at an incident or planned event, given an incident or planned
event, incident financial objectives, incident cost data, vendor
contracts and leases, and agency policies and procedures, so
that the incident management team receives all the informa-
tion they require, incident costs are documented in a retriev-
able manner, cost summaries are developed, and all agency
policies and procedures are followed.

(A) Requisite Knowledge. Methods for gathering incident
cost information.

(B) Requisite Skills. Participating in business management
meetings.

32.3.2 Develop incident cost procedures at an incident or
planned event, given an incident or planned event, incident
financial information, incident financial objectives, communi-
cations equipment, and agency policies and procedures, so
that a cost management system is established, priorities are
established, cost data can be summarized and evaluated, inter-
mediate and long-range plans are developed, information is
provided to other incident personnel in a timely manner,
records are stored in a secure manner, and summaries are
provided to the Finance/Administration Section Chief.

(A) Requisite Knowledge. Agency cost procedures and poli-
cies, available cost data and cost management systems, and
cost summaries practices.

(B) Requisite Skills. Developing cost savings recommenda-
tions and analyzing cost data.

32.3.3 Develop a cost-auditing program at an incident or
planned event, given an incident or planned event, trained
personnel, a data collection system, guidelines for authorized
expenditures, agency policies, and documentation equipment
and supplies, so that all expenditures are verified, only valid
costs are reimbursed, potential cost reduction opportunities
are noted, all expenditures are documented, agency policies
are followed, and records are stored in a proper manner for
future retrieval.

(A) Requisite Knowledge. Policies and procedures associated
with expenditures, documentation equipment and supplies,
standard auditing methods such as number of audits needed
to reflect practices in the field, appropriate cost policies and
practices, and relevant agency policies and practices dealing
with cost.

(B) Requisite Skills. Evaluating data and documents to deter-
mine the validity of expenditures and claims, interviewing per-
sonnel and acquiring needed information as part of the audit-
ing process, reviewing logs and forms produced by the Cost
Unit and other sections to ensure compliance with agency re-
quirements and policies, auditing incident cost summaries,
and auditing cost records prior to demobilization.

32.3.4 Develop a system to receive contract, agreement, and
lease cost estimate data from the Procurement Unit Leader at
an incident or planned event, given an incident or planned
event, a Procurement Unit Leader, a data collection system,
agency policies, and documentation equipment and supplies,
so that cost data on contracts, agreements, and leases are col-
lected, documented, and provided to other incident or agency
personnel.

(A) Requisite Knowledge. Agency procurement policies, cost
management and data collection systems, and cost manage-
ment practices dealing with contracts, agreements, and leases.

(B) Requisite Skills. Coordinating with agencies on cost-
reporting procedures, collecting and recording cost data, pre-
paring incident cost summaries, preparing resource-use cost
estimates for the Planning Section, recommending cost sav-
ings to the Section Chief, developing and implementing a cost
management system, and implementing all cost records prior
to demobilization.

32.3.5 Acquire workspace and resources to perform the as-
signed duties of the Compensation/Claims Unit at an inci-
dent or planned event, given an incident or planned event, an
established Compensation/Claims Unit, and the duties of the
Compensation/Claims Unit, so that an adequate workspace is
established at each facility and resources to assure documen-
tation are acquired.

(A) Requisite Knowledge. Number of staff assigned, work pe-
riods and the required forms to be used, and data processing
software and hardware requirements.

(B) Requisite Skills. Tracking and recording resources and
communicating by radio and other means.

32.3.6 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Compensation/Claims Unit Leader, so that procedures are
established for work activities, work schedules are established,
staff resources to perform needed tasks are obtained, and
tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Compensation/Claims Unit Leader, time
management requirements, management processes, types of
information sources, schedule types and display methods, and
ICS forms and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
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and documenting information and orders from other Inci-
dent Command personnel.

32.3.7 Maintain a unit log, given an incident or planned
event and a unit log form, so that significant decisions, actions,
events, and work activities are documented and the form is
completed and submitted according to standard operating
procedures (SOPs).

(A) Requisite Knowledge. ICS forms, IAP, methods of gather-
ing and reporting log information, types and quantities of the
resources on site, and time-tracking methods.

(B) Requisite Skills. Operating data processing hardware
and software to gather information in the Compensation and
Claims Unit.

32.3.8 Investigate compensation requests and property
claims at an incident or planned event, given an incident or
planned event, assigned personnel, compensation requests
and property claims, agency investigative policies and proce-
dures, investigation tools and equipment, cameras and other
documentation equipment, and accident investigation re-
ports from the Safety Officer, Medical Officer, or other inci-
dent management personnel, so that the accuracy of all com-
pensation and property claims is determined, necessary data
are collected and documented, and the site and property in-
volved in the investigation are protected from being disturbed
until the investigation is completed.

(A) Requisite Knowledge. Compensation and claims proce-
dures and policies, required forms, content of medical, safety,
and demobilization plans, procedures for providing written
authority for persons requiring medical treatment according
to agency policy, procedures for providing correct billing
forms for transmittal to doctors and hospitals, and billing pro-
cedures.

(B) Requisite Skills. Establishing contact with the Incident
Safety Officer, Liaison Officer, and agency representatives,
and ensuring that all compensation for Injury and Claims logs
and forms are complete and routed to the appropriate agency
for post-incident processing prior to demobilization.

32.3.9 Supervise the demobilization of the Compensation/
Claims Unit at an incident or planned event, given an incident or
planned event, a demobilization plan, and agency policies for the
transfer of information and records, so that demobilization pro-
cedures are followed, Compensation/Claims records and docu-
ments are completed and submitted, demobilization is coordi-
nated with other parts of the command structure, and all records
and documentation are stored appropriately.

(A) Requisite Knowledge. Knowledge of the NIMS and the
National Response Framework, IAP content, ICS forms,
proper use of communications devices, and agency demobili-
zation standard operating procedures.

(B) Requisite Skills. Organizing and assigning tasks necessary
to supervise an incident demobilization plan, communicating
verbally and in writing, utilizing communications devices, pre-
senting information in a clear and logical fashion, forecasting
demobilization needs and potential outcomes, developing al-
ternative demobilization plans and/or levels of assigned per-
sonnel, and coordinating with approved agencies to look after
injured personnel in local hospitals after demobilization.

Chapter 33 Procurement Unit Leader

33.1 General.

33.1.1* For qualification at the Procurement Unit Leader
level, the candidate shall meet the general knowledge require-
ments in 33.1.1.1, the general skill requirements in 33.1.1.2,
and the job performance requirements (JPRs) defined in Sec-
tions 33.2 and 33.3.

33.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the role
of Procurement Unit Leader, knowledge of the National Inci-
dent Management System (NIMS) and the Incident Command
System (ICS), procurement and purchasing protocols and proce-
dures for their agencies and for the incident or planned event,
cost-accounting procedures and procurement and purchasing
contacts and sources, Incident Action Plan (IAP) content, ICS
forms, types of communications devices, office supplies and
equipment for procurement and purchasing, types of resources
and costs commonly encountered at emergency events, agency
standard operating procedures, and knowledge of procedures
for stopping unsafe or incorrect acts or operations.

33.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, organizing tasks and plan, processing procurement
and purchasing requests and financial information, communi-
cating verbally and in writing, utilizing communications de-
vices, presenting information in a clear and logical fashion,
and recognizing and identifying unsafe acts and operations.

33.2 Assume and Transfer the Position of Procurement Unit
Leader. This duty shall involve assuming the role of Procure-
ment Unit Leader at an incident or planned event and trans-
ferring the duties of that role to another person at the appro-
priate time, according to the following JPRs.

33.2.1 Assume the role of Procurement Unit Leader within
an ICS at an incident or planned event, given an incident or
planned event, an IAP, an incident briefing, standard operat-
ing procedures, and communications equipment, so that a
Procurement unit is established; relevant situational informa-
tion of the incident or planned event is gained and main-
tained; the relationship with the outgoing Procurement Unit
Leader or other personnel performing the function (if previ-
ously established) is established and maintained; the priori-
ties, goals, and objectives of the Incident Commander (IC)
and other sections are received and understood; notification
of position assumption is verbalized and documented; and the
location of Procurement Unit Leader is identified and con-
firmed with the Finance/Administration Section Chief or IC.

(A) Requisite Knowledge. The role and duties of a Procure-
ment Unit Leader within the ICS, organizational policies and
procedures for the Procurement Unit Leader, accountability
protocols, resource types and deployment methods, and docu-
mentation methods and requirements.

(B) Requisite Skills. Using reference materials, evaluating in-
cident information, managing communications, communicat-
ing in such a manner that information is successfully trans-
ferred and objectives are met, and completing Procurement
unit forms.
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33.2.2 Manage the transfer of Procurement Unit Leader du-
ties at an incident or planned event, given an incident or
planned event, an established command structure and a Pro-
curement Unit Leader, an IAP either written or verbal, a cur-
rent situation status, a command post, incident documenta-
tion, and communications equipment, so that incident
information is exchanged, reports and plans for the subse-
quent operational period are completed, continuity of author-
ity and situational awareness are maintained, changes in inci-
dent complexity are accounted for, the new Procurement Unit
Leader is fully briefed on the incident or planned event, and
the new Procurement Unit Leader is identified.

(A) Requisite Knowledge. Transfer of duty procedures, infor-
mation sources, resource accountability and tracking process,
use of the ICS forms, the role and duties of a Procurement
Unit Leader within the ICS, organizational policies and proce-
dures for the Procurement Unit Leader, accountability proto-
cols, resource types and deployment methods, documentation
methods and requirements, and types of tasks and assignment
responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Finance/Administration Section Chief, using reference
materials, evaluating incident information, managing com-
munications, and communicating in such a manner that infor-
mation is successfully transferred and objectives are met.

33.3 Perform the Role of Procurement Unit Leader at an
Incident or Planned Event. The Procurement Unit Leader
shall be responsible for administrating all financial matters
pertaining to vendor contracts, leases, and fiscal agreements.
In addition, the Procurement Unit Leader shall coordinate
with local jurisdiction on plans and supply sources, develop
incident procurement procedures for local purchases, pre-
pare and sign contracts and agreements as needed, draft
memoranda of understanding, establish contracts and agree-
ments with local supply vendors as required, ensure that a
system is in place that meets agency property management
requirements and accounting for all new property purchases,
interpret contracts/agreements and resolve claims or disputes
within delegated authority, provide for coordination between
the Ordering Manager, agency dispatch, and all other pro-
curement organizations supporting the incident or planned
event, coordinate with the Compensation/Claims Unit on
procedures for handling claims, complete final processing of
contracts and agreements and coordinate final processing of
contracts and agreements, processing for payment.

33.3.1 Implement and maintain a procurement system at an
incident or planned event, given an incident or planned
event, incident procurement objectives, potential vendors,
contracts and other purchasing documents, and agency poli-
cies and procedures, so that the incident management team
receives all the information they require, incident procure-
ment needs are addressed and documented in a retrievable
manner, contracts and purchase agreements are completed
correctly, claims or disputes are resolved, information is pro-
vided to the Cost Unit, and all agency policies and procedures
are followed.

(A) Requisite Knowledge. Methods for procuring incident
supplies.

(B) Requisite Skills. Participating in business management
meetings.

33.3.2 Develop a procurement-auditing program at an inci-
dent or planned event, given an incident or planned event,
trained personnel, a data collection system, incident procure-
ment information, agency policies, and documentation equip-
ment and supplies, so that all purchases are verified, only valid
purchases are reimbursed, potential cost reduction opportu-
nities are noted, all expenditures are documented, agency
policies are followed, and records are stored in a proper man-
ner for future retrieval.

(A) Requisite Knowledge. Procurement-auditing proce-
dures, IAP content, ICS forms, use of communications de-
vices, and agency standard operating procedures.

(B) Requisite Skills. Organizing and assigning tasks, commu-
nicating verbally and in writing, utilizing communications de-
vices, presenting information in a clear and logical fashion,
conducting an audit of the necessary incident financial sys-
tems, and recommending alternative plans.

33.3.3 Acquire workspace and resources to perform the as-
signed duties of the Procurement Unit at an incident or
planned event, given an incident or planned event, an estab-
lished Procurement Unit, and the duties of the Procurement
Unit, so that an adequate workspace is established at each fa-
cility and resources to assure documentation are acquired.

(A) Requisite Knowledge. Potential resources, workspace re-
quirements, IAP content, ICS forms, use of communications
devices, and agency standard operating procedures.

(B) Requisite Skills. Organizing and assigning resources and
workspaces, communicating verbally and in writing, utilizing
communications devices, presenting information in a clear
and logical fashion, forecasting potential incident outcomes,
developing alternative plans, and identifying training needs
and/or levels of assigned personnel.

33.3.4 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Procurement Unit Leader, so that procedures are established
for work activities, work schedules are established, staff re-
sources to perform needed tasks are obtained, and tasks are
assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Procurement Unit Leader, time management
requirements, management processes, types of information
sources, schedule types and display methods, and ICS forms and
specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

33.3.5 Maintain a unit log, given an incident or planned
event and a unit log form, so that significant decisions, actions,
events, and work activities are documented and the form is
completed and submitted according to standard operating
procedures (SOPs).

(A) Requisite Knowledge. Unit log forms, an IAP and meth-
ods of gathering and reporting log information, types of re-
sources on site, and procurement methods.
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(B) Requisite Skills. Operating needed data processing hard-
ware and software used to gather information in the Procure-
ment Unit.

33.3.6 Supervise the demobilization of the Procurement Unit
at an incident or planned event, given an incident or planned
event, a demobilization plan, and agency policies for the trans-
fer of information and records, so that demobilization proce-
dures are followed, procurement records and documents are
completed and submitted, demobilization is coordinated with
other parts of the command structure, and all records and
documentation are stored appropriately.

(A) Requisite Knowledge. The NIMS and the National Re-
sponse Framework, IAP content, ICS forms, and agency demo-
bilization standard operating procedures.

(B) Requisite Skills. Organizing and assigning tasks necessary
to supervise an incident demobilization plan, communicating
verbally and in writing, utilizing communications devices, pre-
senting information in a clear and logical fashion, forecasting
demobilization needs and potential outcomes, and develop-
ing alternative plans and/or levels of assigned personnel.

Chapter 34 Time Unit Leader

34.1 General.

34.1.1* For qualification at the Time Unit Leader level, the
candidate shall meet the general knowledge requirements in
34.1.1.1, the general skill requirements in 34.1.1.2, and the job
performance requirements (JPRs) defined in Sections 34.2
and 34.3.

34.1.1.1 General Knowledge Requirements. Familiarity with
the National Response Framework and how it relates to the
role of Time Unit Leader, knowledge of the National Incident
Management System (NIMS) and the Incident Command Sys-
tem (ICS), personnel time protocols and procedures for their
agencies and for the incident or planned event, commissary
operations procedures and equipment time-recording prac-
tices, Incident Action Plan (IAP) content, ICS forms, types of
communications devices, office supplies and equipment for
personnel, equipment and commissary practices, types of re-
sources and costs commonly encountered at emergency
events, agency standard operating procedures, and knowl-
edge of procedures for stopping unsafe or incorrect acts or
operations.

34.1.1.2 General Skill Requirements. Prioritizing tasks so as
to accomplish the most critical first, making effective decisions
in an environment with a large number of unknowns, evaluat-
ing material resource needs, recognizing the need for supple-
mental technical knowledge, anticipating hazards and taking
action in a proactive manner to ensure responder safety and
health, organizing tasks and plans, processing personnel and
equipment time records and financial information, establish-
ing commissary operations, communicating verbally and in
writing, utilizing communications devices, presenting infor-
mation in a clear and logical fashion, and recognizing and
identifying unsafe acts and operations.

34.2 Assume and Transfer the Position of Time Unit Leader.
This duty shall involve assuming the role of Time Unit Leader
at an incident or planned event and transferring the duties of
that role to another person at the appropriate time, according
to the following JPRs.

34.2.1 Assume the role of Time Unit Leader within an ICS at
an incident or planned event, given an incident or planned
event, an IAP, an incident briefing, standard operating proce-
dures, and communications equipment, so that a Time Unit is
established; relevant situational information of the incident or
planned event is gained and maintained; the relationship with
the outgoing Time Unit Leader or other personnel perform-
ing the function (if previously established) is established and
maintained; the priorities, goals, and objectives of the Inci-
dent Commander (IC) and other Section are received and
understood; notification of position assumption is verbalized
and documented; and the location of Time Unit Leader is
identified and confirmed with the Finance/Administration
Section Chief or IC.

(A) Requisite Knowledge. The role and duties of a Time Unit
Leader within the ICS, organizational policies and procedures
for the Time Unit Leader, accountability protocols, resource
types and deployment methods, and documentation methods
and requirements.

(B) Requisite Skills. Using reference materials, evaluating inci-
dent information, managing communications, communicating
in such a manner that information is successfully transferred and
objectives are met, and completing Time Unit forms.

34.2.2 Manage the transfer of Time Unit Leader duties at an
incident or planned event, given an incident or planned
event, an established command structure and a Time Unit
Leader, an IAP either written or verbal, a current situation
status, a command post, incident documentation, and com-
munications equipment, so that incident information is ex-
changed, reports and plans for the subsequent operational
period are completed, continuity of authority and situational
awareness are maintained, changes in incident complexity are
accounted for, the new Time Unit Leader is fully briefed on
the incident or planned event, and the new Time Unit Leader
is identified.

(A) Requisite Knowledge. Transfer of duty procedures, infor-
mation sources, resource accountability and tracking process,
use of ICS forms, the role and duties of a Time Unit Leader
within the ICS, organizational policies and procedures for the
Time Unit Leader, accountability protocols, resource types
and deployment methods, documentation methods and re-
quirements, and types of tasks and assignment responsibilities.

(B) Requisite Skills. Conducting a transfer briefing meeting,
acquiring and documenting information and orders from the
IC or Finance/Administration Section Chief, using reference
materials, evaluating incident information, managing com-
munications, and communicating in such a manner that infor-
mation is successfully transferred and objectives are met.

34.3 Perform the Role of Time Unit Leader at an Incident or
Planned Event. The Time Unit Leader shall be responsible for
ensuring proper daily recording of personnel time, in accor-
dance with the policies of the relevant agencies. The Time
Unit also shall ensure that the Logistics Section records or
captures equipment usage time, through the Ground Support
Unit for ground equipment and through the Air Operations
Support Group for aircraft.

34.3.1 Implement and maintain a personnel time-tracking
and management system at an incident or planned event,
given an incident or planned event, personnel assigned to the
incident or planned event, a time information collection sys-
tem, and agency policies and procedures, so that the incident
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management team members receive all the information they
require, incident time records are obtained and documented
in a retrievable manner, and all agency policies and proce-
dures are followed.

(A) Requisite Knowledge. Methods for tracking time records
at an incident or planned event, the NIMS and the National
Response Framework, IAP content, ICS forms, agency time-
tracking standard operating procedures, and appropriate la-
bor and overtime laws for agencies involved in the incident or
planned event.

(B) Requisite Skills. Participating in business management
meetings, organizing and assigning tasks, communicating ver-
bally and in writing, utilizing communications devices, and
presenting information in a clear and logical fashion.

34.3.2 Develop a time record–auditing program at an inci-
dent or planned event, given an incident or planned event,
trained personnel, a data collection system, incident time in-
formation, agency policies, and documentation equipment
and supplies, so that all time records are verified, incident
management personnel receive the information they require,
agency policies are followed, and records are stored in a
proper manner for future retrieval.

(A) Requisite Knowledge. Methods of developing a data-
collecting system to document times, personnel, equipment,
and supplies and use of ICS Form 204.

(B) Requisite Skills. Using elementary accounting principles
and using ICS Form 204.

34.3.3 Acquire workspace and resources to perform the as-
signed duties of the Time Unit at an incident or planned
event, given an incident or planned event, an established
Time Unit, and the duties of the Time Unit, so that an ad-
equate workspace is established at each facility, staff resources
to perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Number of staff assigned, work pe-
riods and the required forms to be used, and data-processing
software and hardware requirements.

(B) Requisite Skills. Tracking and recording resources and
communicating by radio and other means.

34.3.4 Manage the workflow process and set time schedules
to accomplish assigned duties at an incident or planned event,
given an incident or planned event and duties assigned to the
Time Unit Leader, so that procedures are established for work
activities, work schedules are established, staff resources to
perform needed tasks are obtained, and tasks are assigned.

(A) Requisite Knowledge. Resource requirements and posi-
tion duties of the Time Unit Leader, time management re-
quirements, management processes, types of information
sources, schedule types and display methods, and ICS forms
and specific uses.

(B) Requisite Skills. Managing staff, giving direction and set-
ting goals and priorities for staff, managing time, collecting
and organizing information, assessing scheduling require-
ments and developing a timeline for activities, and acquiring
and documenting information and orders from other Inci-
dent Command personnel.

34.3.5 Maintain a unit log, given an incident or planned
event and a unit log form, so that significant decisions, actions,
events, and work activities are documented and the form is

completed and submitted according to standard operating
procedures (SOPs).

(A) Requisite Knowledge. ICS forms, an IAP and methods of
gathering and reporting log information, types of resources
on site, and time-tracking methods.

(B) Requisite Skills. Operating data-processing hardware
and software used to gather information in the Time Unit.

34.3.6 Supervise the demobilization of the Time Unit at an
incident or planned event, given an incident or planned
event, a demobilization plan, and agency policies for the trans-
fer of information and records, so that demobilization proce-
dures are followed, time records and documents are com-
pleted and submitted, demobilization is coordinated with
other parts of the command structure, and all records and
documentation are stored appropriately.

(A) Requisite Knowledge. Number of staff assigned, work pe-
riods, required forms to be used, and data-processing software
and hardware requirements.

(B) Requisite Skills. Tracking and recording resources and
communicating by radio and other means.

Annex A Explanatory Material

Annex A is not a part of the requirements of this NFPA document
but is included for informational purposes only. This annex contains
explanatory material, numbered to correspond with the applicable text
paragraphs.

A.1.3.2 See Annex D for additional information regarding
the use of job performance requirements for training and
evaluation.

A.1.3.3 It is recommended, where practical, that evaluators
be individuals who were not directly involved as instructors for
the requirement being evaluated.

A.1.3.4 The authority having jurisdiction should establish
standard operating procedures that will acknowledge that the
first arriving agency member will assume the duties and re-
sponsibilities of Incident Command until transfer of com-
mand takes place.

A.1.3.5 It is not the intent of this standard to create “one size
fits all” incident management personnel. Many of the incident
management positions contained in this standard require in-
depth knowledge, skills, and abilities related to specific kinds
of incidents or hazards. For example, a public health official
can meet the requirements of this standard for Incident Com-
mander or Operations Section Chief at a bioterrorism inci-
dent; however, this person would not meet the requirements
for those same positions as they apply to a high rise or wildland
fire. Many jurisdictions choose to deliver training in modules
that allow personnel to be trained in certain tasks and to per-
form limited duties under direct supervision prior to meeting
the complete requirements for certification.

A.1.3.6 The job performance requirements (JPRs) in this
standard were developed to be consistent with, complemen-
tary to, and supportive of the NIMS ICS Core Competencies.
The nature of the documents requires that the wording for
the individual JPRs, competencies, behaviors, tasks, et cetera,
be different. The NIMS document uses the terms competencies
and behaviors, while NFPA professional qualifications docu-
ments use the term job performance requirements. It is intended
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that individuals meeting this standard for a specific position
will also meet the NIMS ICS Core Competencies for that posi-
tion, and that individuals meeting the NIMS ICS Core Compe-
tencies for a specific position will also meet the requirements
of this standard for that position.

A.3.1 Definitions of action verbs used in job performance
requirements in this document are based on the first defini-
tion of the word found in Merriam-Webster’s Collegiate Dictionary.

A.3.2.1 Approved. The National Fire Protection Association
does not approve, inspect, or certify any installations, proce-
dures, equipment, or materials, nor does it approve or evalu-
ate testing laboratories. In determining the acceptability of
installations, procedures, equipment, or materials, the author-
ity having jurisdiction may base an acceptance on compliance
with NFPA or other appropriate standards. In the absence of
such standards the authority may require evidence of proper
installation, procedure or use. The authority having jurisdic-
tion may also refer to the listing or labeling practices of an
organization that is concerned with product evaluations and is
thus in a position to determine compliance with appropriate
standards for the current production of listed items.

A.3.2.2 Authority Having Jurisdiction. The phrase “authority
having jurisdiction,” or its acronym AHJ, is used in NFPA docu-
ments in a broad manner, since jurisdictions and approval
agencies vary, as do their responsibilities. Where public safety
is primary, the authority having jurisdiction may be a federal,
state, local, or other regional department or individual such as
a fire chief, fire marshal, chief of a fire prevention bureau,
labor department, or health department, building official,
electrical inspector, or others having statutory authority. For
insurance purposes, and insurance inspection department,
rating bureau, or other insurance company representative
may be the authority having jurisdiction. In many circum-
stances, the property owner or his or her designated agent
assumes the role of the authority having jurisdiction, at gov-
ernment installations, the commanding officer or department
official may be the authority having jurisdiction.

A.3.2.3 Listed. The means for identifying listed equipment
may vary for each organization concerned with product evalu-
ation, some organizations do not recognize equipment as
listed unless it is also labeled. The authority having jurisdic-
tion should utilize the system employed by the listing organi-
zation to identify a listed product.

A.3.3.1 Agency. In the Incident Command System, agencies
are defined either as jurisdictional (having statutory responsi-
bility for incident management) or as assisting or cooperating
(providing resources or other assistance). Governmental orga-
nizations are most often in charge of an incident, though in
certain circumstances private sector organizations might be
included. Additionally, nongovernmental organizations might
be included to provide support.

A.3.3.4 Area Command (Unified Area Command). An area
command can be established anytime incidents are close
enough that oversight direction is required among incident
management teams to ensure conflicts do not arise.

A.3.3.7 Assistant. The title indicates a level of technical capa-
bility, qualifications, and responsibility subordinate to the pri-
mary positions. Assistants can also be used to supervise unit
activities at camps. Assistants are not necessarily qualified to
assume the role of the staff position to which they report.

A.3.3.10 Base. The incident name or other designator will be
added to the term base. There is only one base per incident,

and ideally it should be located remote from the incident. A
base is normally initially implemented at a high rise or wild-
land incident, but can also be used at large natural or man-
made disasters.

A.3.3.11 Branch. A branch is organizationally situated be-
tween the section and the division or group in the Operations
Section, and between the section and units in the Logistics
Section. Branches are identified by roman numerals, func-
tion, agency, or jurisdictional name.

A.3.3.13 Check-In. Check-in locations include the incident
command post, resources unit, incident base, camps, staging
areas, or directly at the site.

A.3.3.16 Command Staff. Command staff can have an assis-
tant or assistants, as needed.

A.3.3.24 Deputy. In some cases, a deputy could act as relief
for a superior and therefore must be fully qualified in the
position. Deputies can be assigned to the Incident Com-
mander, general staff, and branch directors.

A.3.3.27 Division. The Division level is organizationally be-
tween single resources, the task force, or the strike team and
the Branch/Operations/Incident Commander.

A.3.3.29 Facilities Unit. These facilities can include the inci-
dent base, feeding areas, sleeping areas, sanitary facilities, and
a formal command post.

A.3.3.34 Group. Groups are composed of resources assembled
to perform a special function not necessarily within a single geo-
graphic division. Groups, when activated, are located between
branches and resources in the Operations Section.

A.3.3.37 Incident Action Plan (IAP). An IAP can include the
identification of operational resources and assignments. It can
also include attachments that provide direction and impor-
tant information for management of the incident or planned
event during one or more operational periods. For simple in-
cidents, the tactical worksheet serves as the IAP.

A.3.3.38 Incident Command System (ICS). The ICS is the
combination of facilities, equipment, personnel, procedures,
and communications operating within a common organiza-
tional structure, designed to aid in the management of re-
sources during incidents. It is used for all kinds of emergen-
cies and is applicable to small as well as large and complex
incidents. The ICS is used by various jurisdictions and func-
tional agencies, both public and private, to organize field-level
incident management operations.

A.3.3.39 Incident Commander (IC). The IC has overall au-
thority and responsibility for conducting incident operations
and is responsible for the management of all incident opera-
tions at the incident site.

A.3.3.41 Incident Management Team (IMT). An IMT is made
up of the Command and General staff members in an Incident
Command System (ICS) organization. Persons to fill these posi-
tions for various types of incidents or events are often predesig-
nated to ensure that they have the necessary training and experi-
ence to fulfill the roles and responsibilities of the ICS position.
The level of training and the experience of the IMT members,
coupled with the identified formal response requirements and
responsibilities of the IMT, are factors in determining the “Type,”
or level, of the IMT.
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It is recommended that an agency- or jurisdiction-specific
qualification process qualify members to function in incident
management positions in a typing scheme as follows:

(1) Type 5 — A local incident or event that might include
multi-discipline or multi-agency resources that are man-
aged from the discovery of and arrival at an incident up to
and including a full operational period, as defined by the
agency or jurisdiction.

(2) Type 4 — A local incident or event that might include
multi-discipline or multi-agency resources that are man-
aged from the discovery of and arrival at an incident up to
and including a full operational period, as defined by the
agency or jurisdiction. Additional Command and General
staff positions might be implemented for the manage-
ment of the incident or event. Personnel qualified for
Type 4 incidents or events should have been previously
qualified for Type 5 incidents or events.

(3) Type 3 — Regional or state incidents or events that in-
volve resources from multiple agencies, disciplines, and
jurisdictions from the local though federal levels for mul-
tiple operational periods. Additional Command and Gen-
eral staff positions are implemented for the management
of the incident or event. Personnel qualified for Type 3 in-
cidents or events should have been previously qualified
for Type 4 incidents or events.

(4) Type 2 — State incidents or events that involve resources
from multiple agencies, disciplines, and jurisdictions
from the local though federal levels for multiple opera-
tional periods. Additional Command and General staff
positions are implemented for the management of the
incident or event. Personnel qualified for Type 2 inci-
dents or events should have been previously qualified for
Type 3 incidents or events.

(5) Type 1 — National incidents or events that involve re-
sources from multiple agencies, disciplines, and jurisdic-
tions from the local though federal levels for multiple op-
erational periods. Additional Command and General staff
positions are implemented for the management of the
incident or event. Personnel qualified for Type 1 inci-
dents or events should have been previously qualified for
Type 2 incidents or events.

Qualifications for national deployment of incident man-
agement personnel will be addressed in a national credential-
ing system being developed as part of the National Incident
Management System. Currently, the Wildland Fire Qualification
Systems Guide, PMS 310-1 (NFES 1414), developed by the Na-
tional Wildfire Coordinating Group, establishes minimum in-
teragency training and qualification standards for national
mobilization to wildland fire assignments. The Wildland Fire
Qualification Systems Guide is available from the NWCG web site
at www.nwcg.gov.

A.3.3.48 Medical Unit. This unit does not provide treatment
for civilians. Responder rehabilitation is the responsibility of
this unit.

A.3.3.49 Multi-Agency Coordination Systems (MACS). The
components of MACS include facilities, equipment, emer-
gency operation centers, specific multi-agency coordination
entities, personnel, procedures, and communications. These
systems assist agencies and organizations to fully integrate the
subsystems of the National Incident Management System.

A.3.3.50 Multi-Jurisdictional Incident. In an Incident Com-
mand System, these incidents will be managed under Unified
Command.

A.3.3.52 National Incident Management System (NIMS). The
NIMS is not an operational incident management or resource
allocation plan. The NIMS represents a core set of doctrine, con-
cepts, principles, terminology, and organizational processes that
enables effective, efficient, and collaborative incident manage-
ment that is applicable at all levels of government, in nongovern-
mental organizations, in the private sector, and across functional
disciplines in an all-hazards context.

A.3.3.55 Operational Period. Operational periods can be of
various lengths, although usually not over 24 hours.

A.3.3.59 Personnel Accountability. Personnel accountability
is accomplished when supervisors ensure that Incident Com-
mand System principles and processes are functional and that
personnel are working within established incident manage-
ment guidelines.

A.3.3.61 Planning Meeting. For larger incidents, the plan-
ning meeting is a major element in the development of the
Incident Action Plan.

A.3.3.62 Planned Event. Examples of planned events are pa-
rades, sporting events, air shows, conventions, and controver-
sial court decisions.

A.3.3.63 Planning Section. The Planning Section is respon-
sible for the development of a written Incident Action Plan
where required and for the development of contingency
plans. It includes the Situation, Resource, Documentation,
and Demobilization Units as well as technical specialists.

A.3.3.67 Reporting Locations. The locations are incident com-
mand post, Resource unit, base, camp, staging area, helibase, or
division supervisor for direct line assignments. Check-in is at one
location only.

A.3.3.71 Resources. Resources are described by kind and
type and can be used in operational support or supervisory
capacities at an incident or at an emergency operations center.

A.3.3.72 Resource Management. Efficient incident manage-
ment requires a system for identifying available resources at all
jurisdictional levels to enable timely and unimpeded access to
resources needed to prepare for, respond to, or recover from
an incident.

A.3.3.73 Responder Rehabilitation. Also called rehab, this is
the responsibility of the Medical Unit.

A.3.3.74 Safety Officer. Assistant Safety Officers, including
those with technical expertise on a given incident, can be ap-
pointed to assist the Safety Officer.

A.3.3.75 Section. The Section level is organizationally be-
tween Branch and Incident Commander (IC).

A.3.3.80 Staging Area. The Operations Section manages stag-
ing areas.

A.3.3.83 Strategic. These elements involve the adoption of
long-range goals and objectives, the setting of priorities, the
establishment of budgets and other fiscal decisions, policy de-
velopment, and the application of measures of performance
or effectiveness.

A.3.3.90 Task Force. A task force might be made of resources
of different kinds and/or types.

A.3.3.92 Technical Specialists. Technical specialists might be
needed in the areas of fire behavior, water resources, environ-
mental concerns, resource use, and training. Technical spe-

1026–68 INCIDENT MANAGEMENT PERSONNEL PROFESSIONAL QUALIFICATIONS

2009 Edition



cialists report initially to the Planning section but can be as-
signed anywhere within the Incident Command System
organizational structure as needed.

A.3.3.96 Unified Command. Unified command is accom-
plished without losing or abdicating agency authority, respon-
sibility, or accountability.

A.3.3.98 Unit Log. For agencies that use the U.S. NIMS ICS,
ICS Form 214 is the unit log form.

A.3.3.99 Unity of Command. The purpose of unity of com-
mand is to ensure unity of effort under one responsible com-
mander for every objective.

A.4.1.1 It is recommended that an Incident Commander
(IC) trainee have experience as an Operations Section Chief
prior to performing the duties and responsibilities of an IC. It
is also recommended that the trainee be mentored or trained
by an experienced IC and participate in simulations or simu-
lator exercises that provide equivalent training. Also, see An-
nex C for information on area command and the require-
ments for an Area Commander.

A.4.2 The exact duties required of the Incident Commander
(IC) in assuming command of an incident or planned event
differ slightly depending on whether the individual is the first
person to assume command of the incident or planned event
or if command is being assumed during the course of an estab-
lished incident or planned event. Proper transfer of command
procedures from one IC to the next are crucial and essential
to the successful continuity of the incident or planned event.

A.4.4.1 The Incident Commander is responsible for main-
taining a manageable span-of-control. This can be accom-
plished by implementing Operations Section Chiefs, Branch
Directors, and Division/Group Supervisors. The generally ac-
cepted span-of-control is 3 to 7, with 5 being ideal.

A.5.1.1 This chapter contains requirements for someone
who will be assigned the function of Safety Officer, within the
Incident Command System (ICS), at an emergency incident
or planned event. The person assigned to this function could
be almost any member of an emergency response organiza-
tion. The person filling this function does not necessarily have
to be someone who occupies the ongoing role or assignment
of a Department Safety Officer. NFPA 1521, Standard for Fire
Department Safety Officer, contains requirements for people as-
signed to the ongoing role or assignment of Department
Safety Officer. While it would be highly beneficial for the per-
son assigned the Safety Officer function in the ICS to also
meet the requirements of NFPA 1521, it is at the discretion of
the AHJ whether this is required or not.

It is also recommended that the Safety Officer trainee be
mentored or trained by an experienced Safety Officer and
participate in simulations or simulator exercises that provide
equivalent training.

A.5.3.2 The types of incidents or planned events common to
any particular AHJ can vary from location to location. Some inci-
dents might require more specialized training and expertise for
Safety Officers and/or Assistant Safety Officers. Examples of
these incidents include, but are not limited to, confined space
entry; heavy equipment operation; rigging/hoisting; building
construction; structural collapse; excavation/shoring; use and
application of personal protective equipment; chemical, biologi-
cal, radiological, and physical (e.g., noise, heat stress) hazards;
decontamination procedures; and potential risks of extended

work shifts (work/rest cycles). Safety Officers should also be fa-
miliar with basic statistical data analysis; professionally accepted
procedures and tools; fire safety issues and procedures; vehicle
work zone safety; applicable regulations, guidelines, and consen-
sus standards; and knowledge and experience conducting
incident/accident/near-miss investigations. Depending on the
levels of hazards found within the jurisdiction, departments can
request Safety Officers or Assistant Safety Officers who have cur-
rent certification as a Certified Industrial Hygienist, Certified
Safety Professional, or specified minimum years of experience
directly involved with occupational safety and health.

A.5.3.8 When time allows, it is preferable for the Safety Of-
ficer to notify the Incident Commander (IC) before stopping
an action on the incident or planned event scene. However, in
critical situations the Safety Officer should first stop the action
and then notify the IC of the action as soon as possible.

A.6.1.1 It is recommended that a Public Information Officer
(PIO) trainee have experience in the PIO function before per-
forming the duties and responsibilities of a PIO. It is recom-
mended that a trainee be mentored or trained by an experi-
enced PIO and participate in simulations or simulator
exercises that provide equivalent training.

A.6.3.3 When a Joint Information Center is established, the
Public Information Officer participates in the release of infor-
mation at this location.

A.7.1.1 It is recommended that a Liaison Officer trainee have
experience in the Liaison Officer function before performing
the duties and responsibilities of a Liaison Officer. It is recom-
mended that a trainee be mentored or trained by an experi-
enced Liaison Officer and participate in simulations or simu-
lator exercises that provide equivalent training.

A.8.1.1 It is recommended that an Operations Section Chief
trainee have experience as a Division/Group Supervisor prior
to performing the duties and responsibilities of an Operations
Section Chief. It is recommended that the trainee be men-
tored or trained by an experienced Operations Section Chief
and participate in simulations or simulator exercises that pro-
vide equivalent training. The Operations Section Chief should
also be knowledgeable in the roles of their subordinates.

A.8.3.2 The Operations Section Chief is responsible for
maintaining a manageable span-of-control. This can be ac-
complished by implementing Branch Directors and Division/
Group Supervisors. The generally accepted span-of-control is
3 to 7, with 5 being ideal.

A.9.1.1 It is recommended that a Staging Area Manager
trainee shadow an experienced Staging Area Manager and
participate in simulations or simulator exercises that provide
equivalent training.

A.10.1.1 It is recommended that an Operations Branch Di-
rector trainee have experience as a Division/Group Supervi-
sor prior to performing the duties and responsibilities of an
Operations Branch Director. It is recommended that the
trainee be mentored or trained by an experienced Operations
Section Chief and participate in simulations or simulator exer-
cises that provide equivalent training.

A.10.3 Certain Branch Directors are specialized and require
specific expertise and training in order to complete their as-
signments.

A.11.1.1 It is recommended that a Division/Group Supervi-
sor trainee have experience as a Strike Team/Task Force
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