  LOGISTICS SECTION CHIEF
	Group:
	LOGISTICS SECTION-General Staff

	Reports to:
	Incident Commander

	

	Duties:
· Responsible for organizing and coordinating the distribution of resources to incident locations.
· Manage DOC assets and resources.
· Direct resources to support POD and Local Distribution Sites (LDS).
· Review resource ordering process.
· Request additional resources as needed.
· Manage all incident logistics.
· Ensures DOC facility is physically activated for operation.
· Ensures communication equipment is adequate for incident. 
· Carry out directives of the Incident Commander.
· Give briefings and updates to Logistics Staff as needed.
· Identify anticipated and known incident service and support requirements.
· Coordinate services and materials in response to the public health emergency.
· Update Incident Command periodically.
· Assign and train staff to DOC logistic positions and distribute Job Action Sheets.
· Ensures all Logistics Staff receive sufficient enough of relief and breaks.
· Anticipate future need for additional relief personnel or supplies.
· Ensures all Logistics Section generated documents are forwarded to planning Documentation Unit.
· Assist and provide logistical input to the Incident Commander in development of the Incident Action Plan (IAP).
· Review IAP prepared by planning.
· Identify any resources needed to fulfill the Logistic components of the IAP.
· Create an End of Shift Report.
· Attends all Planning and Command Staff meetings. 
· Instruct Logistic Section Leads on how to properly fill out a log.
· Establish and record all important and major events in a Logistics Section Activity Log. 
Start-of-Shift Responsibilities:
· Check in/Sign in
· Obtain a DOC Badge and display at all times.
· Obtain briefing and training from Incident Commander. 
· Advise Incident Commander on current logistical service and support status.
· Identify and report to the Incident Commander and Section Chiefs any resources needed to fulfill the Logistic components of the IAP. 
· Acquire necessary work materials.
· [bookmark: _GoBack]Attend all Incident Command briefings and meetings.
· Request Logistic Section Job Action Sheets from Planning. 
· Appoint Logistics Staff and distribute Job Action Sheets.
· Train Logistics Staff using Job Action Sheets and other training materials.
· Brief all Logistic Section Staff on the IAP and update as needed. 
· Establish procurement process and ensure all sections are aware of procurement processes and procedures including the logistical approval process. 
· Establish Logistics Section Activity Log (use FEMA Activity Log Form ICS 214).
End-of-Shift Responsibilities:
· Gather end of shift reports from Logistic Personnel.
· Prepare updated End of Shift Report for oncoming Logistics Section Chief and Incident Commander.
· When your shift is over, brief your replacement on any issues, information, and status while referring to applicable reports, documents, Logistics Section Activity Log and End of Shift Report.
· Once briefing is complete record turnover in Logistics Section Activity Log. 
· Plan for the possibility of extended deployment.
· Lead and participate in the staff debriefing session.
· Return all gear including badges, vests and radios, extra batteries should be put on their chargers.
· Turn in DOC Badge.
· Check out/Sign out



