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1. [bookmark: _Toc220062068]PURPOSE

The Emergency Management Program Plan (EMPP) is based on the Hospital Incident Command System (HICS). While the title is “Hospital”, the content, forms, and positions are considered universal to all Healthcare. Additionally, HICS is based on the National Incident Management System (NIMS) Incident Command System (ICS), which is mandated by Presidential Directive. It is necessary to understand HICS organization, terminology, concepts, and principles to implement this plan. This appendix offers a general explanation of HICS and its use, and it identifies staff positions that will assume responsibility of the HICS functions during an incident.

Organizational charts are included to define the chain of command, and position checklists in Appendix 5 of the EMPP describe responsibilities of the Incident Commander, Command Staff, and General Staff members. Positions in the day-to-day management structure of the organization may closely match HICS and may easily transition into the HICS organizational structure. However, other duties may not easily transition. It is highly recommended that formal HICS training be provided to all employees to ensure personnel understand the HICS roles and how to respond to an incident.

HICS should be used by all FQHCs (regardless of size or patient care capacities) to assist with emergency management for all hazards and to provide a consistent response framework. By embracing the concepts and principles of the Incident Command System, a FQHC is in a position to be compliant with the National Incident Management System (NIMS) and to participate in a system that promotes greater national standardization in organization, terminology, concepts, and principles.  

2. [bookmark: _Toc220062069]HICS ORGANIZATION

[bookmark: _Toc220062070]2.1 Chain of Command: The organization will utilize Chain of Command and Unity of Command to manage emergency operations in response to events affecting the facility and/or surrounding community. (As defined by the NIMS: Chain of Command refers to the orderly line of authority within the ranks of the incident management organization. Unity of Command means that every individual has a designated supervisor to whom he or she reports at the scene of the incident.) 

[bookmark: _Toc220062071]2.2 Span of Control: HICS limits the span of control of each manager to distribute the work. The recommended span of control is one supervisor to three to seven reporting elements (1:3-7). 

[bookmark: _Toc220062072]2.3 Organizational Charts: The HICS organizational charts depict the organization’s command functions and represent how authority and responsibility will be distributed. The chart below shows the Incident Commander, Command Staff (Public Information Officer, Liaison Officer, and Safety Officer) and the General Staff (Operations Section Chief, Planning Section Chief, Logistics Section Chief, and Finance/Administration Section Chief). Subordinate positions to the Command Staff and General Staff are described in more detail in the following sections.
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HICS is flexible. Only positions or functions that are needed should be activated. HICS allows for positions to be added or deactivated at any time during the lifecycle of the incident. This will promote efficiency and cost effectiveness. The organizational charts (including positions subordinate to the Command Staff and General Staff) may be fully activated for a large, extended incident. However, full activation may take hours or even days. The majority of incidents will require the activation of much fewer positions.

If a position is not activated, the position above it on the organizational chart will assume responsibility of that function. For example, if the Incident Commander (IC) does not activate a Liaison Officer, the IC will take responsibility of the Liaison Officer’s functions. Or, if the Operations Section Chief does not appoint a Staging Manager, the Operations Section Chief will take responsibility of the Staging Manager’s functions.



3. [bookmark: _Toc220062073]INCIDENT COMMAND ROLES

[bookmark: _Toc220062074]3.1 Incident Commander: The Incident Commander is technically not part of the General or Command Staff. The Incident Commander is responsible for overall incident management and has responsibility for all activities at the Health Center’s Incident Command Post (ICP). 

The Incident Commander will appoint Command Staff and General Staff positions, which will operate from the Health Center’s Command Post. The Command Staff and General Staff may appoint subordinate positions and Assistants/Deputies, depending on the complexity of the incident. Only positions or functions that are needed should be activated.

	HICS COMMAND STAFF & GENERAL STAFF

	Organizational Level
	Title
	Support Position

	Incident Command
	Incident Commander
	Deputy

	Command Staff
	Officer
	Assistant

	General Staff 
	Section Chief
	Deputy

	Branch
	Director
	Deputy

	Division/Group
	Supervisor
	N/A

	Unit
	Leader
	Assistant

	Task Force/Strike Team
	Leader
	Single Resource Boss



Command Staff and General Staff members should provide regular briefings to their personnel as positions are activated, deactivated, and/or at the beginning of each operational period. The names of all personnel appointed to active HICS roles should be written on an organizational chart and announced to all staff. Any additions or changes to the chart will be announced during incident briefings at the Health Center’s Command Post or at staff briefings. 

[bookmark: _Toc220062075]3.2 Command Staff: The Command Staff is assigned to carry out staff functions needed to support the Incident Commander. The Incident Commander may appoint Command Staff personnel, including a Public Information Officer, Safety Officer, Medical Officer and Liaison Officer. In a large or complex incident, Command Staff members may appoint one or more Assistants to help manage their workload. Each Command Staff member is responsible for organizing any Assistants for maximum efficiency. Only positions that are needed should be activated. 
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[bookmark: _Toc220062076]3.3 General Staff: The General Staff is responsible for the functional aspects of the incident command structure. Only one person will be designated to lead each General Staff position. The General Staff is made up of an Operations Section Chief, Planning Section Chief, Logistics Section Chief, and Finance/Administration Section Chief. General Staff members may exchange information with any person within the organization. Direction takes place through Chain of Command, which is an important concept of HICS. General Staff positions should not be combined.

Section Chiefs may appoint qualified personnel to be Deputy Chiefs to help them fulfill the position’s responsibilities. Section Chiefs also appoint sub-functions to Branch Directors, Division/Group Supervisors, and/or Unit Leaders to fill other crucial roles. Only positions or functions that are needed should be activated. It will be important that qualified Deputy Chiefs be appointed to assist the Section Chiefs because Deputies will serve in the Section Chiefs’ absence from the Command Post when necessary. 

[bookmark: _Toc220062077]3.3.1 Operations Section: The Operations Section is responsible for managing all tactical objectives at an incident. The Incident Action Plan (IAP) provides the necessary guidance. The need to expand the Operations Section is generally dictated by the number of tactical resources involved, as influenced by span of control considerations. The Operations Section Chief may appoint Branch Directors to oversee specific functional, geographical, or jurisdictional responsibility for major parts of the incident operations. Additional information about Branches, Divisions, and Groups may be found in the Glossary (Annex F) of this plan. The chart below represents how authority and responsibility will be distributed in the Operations Section. 



[bookmark: _Toc220062078]3.3.2 Planning Section: The Planning Section collects status information on the situation and resources, evaluates the information, and processes it for use in developing action plans. Dissemination of information can be in the form of the IAP in formal briefings, or through map and status board displays. The chart below represents how authority and responsibility will be distributed in the Planning Section. 



[bookmark: _Toc220062079]3.3.3 Logistics Section: The Logistics Section provides all incident support needs, including facilities, transportation, communications, supplies, equipment maintenance and fueling, food service (for staff), and medical services (for staff). The Logistics Section will coordinate the support requirements of disaster response and recovery, including acquiring resources from internal and external sources. The chart below represents how authority and responsibility will be distributed in the Logistics Section. 



[bookmark: _Toc220062080]3.3.4 Finance/Administration Section: The Finance/Administration Section is responsible for managing all financial aspects of an incident. The Finance/Administration Section will coordinate tracking personnel time, ordering items, initiating contracts, arranging personnel-related payments and workers’ compensation, and tracking response and recovery costs and invoice payments. The chart below represents how authority and responsibility will be distributed in the Finance/Administration Section.




[bookmark: _Toc220062081]HICS FORMS

HICS uses a series of standard forms and supporting documents that convey directions for accomplishing objectives and distributing information. For tracking incident management activities and expenses, the Health Center will use the standard HICS forms. Not all forms will be used in each incident. Only the forms that are needed to assist in planning and tracking the incident should be utilized. All completed forms will be routed to the appropriate Section Chief and stored with the Planning Section (Documentation Unit Leader, if activated). The HICS forms are located in Appendix 6 of the Emergency Management Program Plan (EMPP).

[bookmark: _Toc220062082]INCIDENT COMMAND ROLES

The following chart describes the staff’s HICS roles during an incident at the organization. The organization should enter the titles of the staff into this table and ensure the assigned staff members are trained in HICS to carry out these functions.
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Incident Commander


Public Information Officer
(Command Staff)


Liaison Officer
(Command Staff)


Safety Officer
(Command Staff)


Operations Section Chief
(General Staff)


Logistics Section Chief
(General Staff)


Planning Section Chief
(General Staff)


Finance/Admin. Section Chief
(General Staff)


Medical Officer
(Command Staff)



Incident Commander


Public Information Officer


Liaison Officer


Safety Officer


Medical Officer


Operations Section Chief
Staging Area Manager
Branch Directors
Division Supervisors
Strike Team Leader
Task Force Leader
Single Resource Boss
Group Supervisors
Planning Section Chief
Resources Unit Leader
Situation Unit Leader
Demobilization Unit Leader
Documentation Unit Leader
Logistics Section Chief


Service Branch Director


Communications Unit Leader


Medical Unit Leader


Food Unit Leader


Support Branch Director


Supply Unit Leader


Facilities Unit Leader


Finance / Administration Section Chief


Time Unit Leader


Procurement Unit Leader


Cost Unit Leader


Compensation / Claims Unit Leader



INCIDENT COMMANDER
Name:
Title:


PUBLIC INFORMATION OFFICER
Name:
Title:


LIAISON OFFICER
Name:
Title:


SAFETY OFFICER
Name:
Title:


OPERATIONS SECTION CHIEF
Name:
Title:


LOGISITICS SECTION CHIEF
Name:
Title:


PLANNING SECTION CHIEF
Name:
Title:


FINANCE / ADMIN. SECTION CHIEF
Name:
Title:


MEDICAL OFFICER
Name:
Title:
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