ICT [Incident Command Team] Roles
Recommendation: The following roles and responsibilities outline some of the more general roles of these positions. From this, for each of these positions develop more detailed “Job Action Sheets” that describe tasks of each position as set forth in the Emergency Management Plan. 

To see a sample of an organization that has done this, review Bailey House Commander Task List for Organization.
· Incident Commander [ Note: this would likely be the Executive Director/CEO]
The Incident Commander is delegated the authority to direct all incident activities affecting the organization. Activities include:

· Provides leadership to ICT and manages overall incident operations
· Activates and oversees the Incident Command Team (ICT)

· Addresses critical issues with Officers and makes decisions on organization actions

· Ensures communication with 1st responders is established

· Established an internal or external command/coordination post and alerts ICT of its location

· With the Public Safety Liaison, conducts initial briefing of situation to ICT members
· Develops an overall action plan and/or objectives that need to be met regarding particular incident
· Leads and establishes schedule for regular ICT meetings

· Communications with off-site operations and staff members
· Deputy Incident Commander [Note: this would likely be a top leadership position in the organization – vice president, for example] 
The Deputy Incident Commander reports directly to the Incident Commander and supports the Incident Commander in all activities. All Officers report directly to the Deputy Incident Commander.

· Public Safety Liaison [Note: this could be someone who is relatively high in the organization, who may have experience working with public safety agencies, and who communicates well with the CEO]
The Public Safety Liaison coordinates directly with first responders who are on the scene to support operations. If the emergency occurs at a site not at HQ, the Public Safety Liaison will initiate contact with the Public Safety Liaison Officer or Incident Commander at the site. Activities include:
· During emergency response, establishes and facilitates communication with and between first responders, emergency management, and other response agencies.

· Helps to coordinate activities between first responders and [Name of Organization].

· Works with NYC Office of Emergency Management and/or Red Cross to establish temporary Reception Center during evacuations (if necessary) 

· During longer term operations ensures communication with agencies/organizations assisting with or contributing to the recovery. 
· Social Services Officer [Note: this is someone who is in a leadership position, who oversees some or all programs and social services aspects. For example, this would likely be a Social Services Director or the equivalent.] 
The Programs Officer reports directly to the Deputy Incident Commander. This person is responsible to oversee emergency-related activities regarding any programs that are impacted by the emergency. There primary concerns are safety of residents and continuity of supportive services to residents. Activities include:

· Attends all ICT meetings and briefings (as possible).
· Works directly with all programs to identify issues/problems in regard to resident safety and support services.
· Communicates all activities, issues to the ICT regarding team.
· Identifies needed resources to support residents during emergencies and works with Logistics Officer
· Works closely with the Building Operations Officer and Team to coordinate regarding program sites
· Leads and coordinates activities with all Social Services Team members. [Note: Members of this team might include program directors/managers, and other staff who are very familiar with social service programs]. 
· Building Operations Officer [Note: this is someone who is in a leadership position, who oversees some or all organization sites including HQ, residences, and other program sites. For example, this would likely be the Director of Operations or the equivalent.]
· Attends all ICT meetings and briefings (as possible).
· Maintains detailed information on all organization building sites including HQ, residences, scattered site housing, and other program sites. Liaises with site operation managers.
· In contact with sites to identify impact of emergency, immediate emergency actions, and long-term recovery activities.
· Oversees and addresses security-related concerns at HQ and/or at other sites.
· Leads and coordinates activities with all Building Operations Team members. [Note: Members of this team might include building operations, maintenance, and security managers]. 
· Information Officer [Note: This is someone who is in a leadership position, with a communications background. This might be an External Affairs Director or Press Officer or the like.]

The Information Officer coordinates all information and helps to support communications both externally and internally to the organization. This includes involvement in content development, rumor control, monitoring communication channels, and supporting the ICT on modality and types of communications.

· Attends all ICT meetings and briefings (as possible).
· Work with all Team Leads to facilitate and support communications.

· Ensure that all contact lists are maintained, and that changes to contact information is recorded during an event.

· Coordinate with off-site residences and other program sites regarding commnications.

· Act a spokesperson for the organization and work with the media

· Leads and coordinates activities with all Communications Team members. [Note: Members of this team might include press officers, communications director, IT director, and other staff who are very familiar with communications related activities in the organization]. 
· Logistics Officer [Note: This is someone who is in a leadership position, and is likely the Chief Financial Officer.]

The Logistics Officer is responsible for supporting the organization’s response through overall financial management, securing material goods, as well as managing staffing and human resources.  Attends all ICT meetings and briefings (as possible).
· Ensures accurate records of disaster-related spending are kept

· Makes disaster-related purchases (with necessary approvals)
· Identifies and distributes disaster-related supplies for use by staff and/or in support of overall tenant safety 

· Coordinates the purchase of items as needed during the emergency.
· Coordinates closely with Building Operations and Social Services Teams to identify resource needs.
· Oversight of contract management and addresses issues that arise pertaining to this during emergencies.
· Manages a resource inventory for the organization.
· Works with organizational leadership to identify needs and helps to identify recovery services and funds.
·  Leads and coordinates activities with all Logistics Team members. [Note: Members of this team might include contract specialists, purchasing, development, human resources, for example.]
· Administrative Officer
The Administrative Officer is responsible for supporting the organization’s emergency response and recovery efforts. This team includes: Legal, Quality Assurance, and Human Resources.

· Legal works with all aspects of the organization’s response to ensure adherence to legal obligations and to address legal-specific issues that arise;

· Quality Assurance is responsible to evaluate and advise the organization’s practices during emergencies/disaster to ensure meeting standards.

· HR is the lead in working with programs and residences to identify and support staffing needs this may also include volunteers as well;

· HR ensures the overall well-being of staff and that staffing levels are adequate to ensure tenant safety and well-being during disruptions;
· HR Implements call-down and other communications with staff
· HR helps staff manage HR-specific issues that arise due to the emergency/disaster.
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