  PLANNING SECTION CHIEF
	Group:
	PLANNING SECTION-General Staff

	Reports to:
	Incident Commander

	

	Duties:
· Direct and Coordinate POD locations for Activation and Deactivation.
· Analyze data from the response (i.e. POD waiting times, number of clients). 
· Provide the PIO with regular status updates of POD operations.
· Plan long term using projections from Section Chiefs.
· Coordinate aspects of POD program.
·  Identify and establish access to data sources as needed.
· Communicate all technical support and supply needs to Logistics Section Chief.
· Collect and interpret data and report to Incident Commander.
· Determine data elements required by the Incident Action Plan (IAP).
· Determine what information, sheets, and forms must be added to POD and Local Distribution Site (LDS) Notebooks based on event.
· Assemble team to update notebooks to specific event.
· [bookmark: _GoBack]Notify Procurement Unit Lead of any known outside contracts in place for equipment, services, or personnel. 
· Ensures preparation of Demobilization Plan and approves for Incident Command final approval.
· Set up regular planning meetings with Planning Section and others as needed.
· Meet with Operations Section Chief prior to planning meetings.
· Appoints Planning Section positions. 
· Ensure Planning Section Staff receive sufficient relief and breaks.
· Provides periodic predictions on incident potential.
· Determine and prepare any contingency plans by developing alternate strategies.
· Supply Incident Command System (ICS) forms and other event related information to staff as needed.
· Maintain up dated list of Open and Closed PODs participating in event.
· Maintain an awareness of available resources.
· Responsible for preparation and distribution of the Incident Action Plan (IAP) 
· Gives briefing on emergency situation and resource status at Incident Command meeting.
· Identify any need for specialized resources. 
· Submits all Planning Section documentation to Documentation Unit.
· Document all important planning actions and decisions in Planning Section Activity Log.
Start-of-Shift Responsibilities:
· Check in/Sign in
· Obtain DOC badge and display at all times.
· Report to the Incident Commander and receive briefing and training.
· Appoint Planning Unit leaders and distribute Job Action Sheets.
· Give training to Planning Section Unit Leads.
· Attend Incident Command meetings and briefings.
· Establish a Planning Section Activity Log using FEMA Activity Log ICS 214 forms.
· It is suggested you use a pass-along-book which will aid you in remembering pertinent information not recorded in the Planning Section Activity Log.
End-of-Shift Responsibilities:
· Evaluate projected activity reports from Section Chiefs/Planning Section.
· Prepare End of Shift Report and forward to oncoming Planning Section Chief.
· When your shift is over, brief your replacement on any issues, information, and status while referring to applicable reports, documents, activity logs, and pass-along book.
· Once briefing is complete turn over position and record turnover in Planning Section Activity Log. 
· Plan for the possibility of extended deployment.
· Turn in any DOC equipment.
· Turn in DOC Badge.
· Check out/Sign out




