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ICS for Home Care
“Who’s in Charge?”

An Incident Command System (ICS) is simply a predefinition of roles and responsibilities during an emergency situation and is an important component of your emergency plan. 

At first ICS seems difficult to understand, but in reality it is probably not that much different from the way you already do things.  It is just a way to have everyone speak and organize things in a common language.   Most home care agencies will not need extensive ICS plans, but it is an important part of emergency preparedness and organized response to have predefined roles and responsibilities such as who is the decision maker, who talks to the media, who arranges transportation etc. 

ICS is becoming the universal operating structure and language for emergency response. Once in place, its existence enables organizations to be able to seamlessly cooperate with other types of emergency responders. 

It is important for you to create an Incident Command System because:

· Regulatory requirements may require it;

· The Incident Management System (IMS) and ICS are the vehicle by which emergencies are tracked and managed during an incident;

· If you have a “parent” company, most likely they have an ICS or HEICS (see glossary on page 17) in place; and

· In the event of a public health emergency, health organizations and their staff may be called to be of assistance and need familiarity with Incident Command.  This may be especially true for agencies during a disaster with widespread fatalities when bereavement counseling services are needed.

On the next page is a schematic laying out the basic positions within the ICS system.  Depending on the scope of your agency and the emergency, each section may be expanded or left inactive.  As you assign your positions within your agency, you can assign by individual, or by organizational role.   

You should also:

· Designate alternates for each position;

· Specify a location to serve as a command center;

· Specify a back up location; 

· Specify a specific location for managing communications; 

· Designate any special contact numbers for emergency use only; and

· Have as many staff as possible complete a basic ICS program online or through a local community group.

BASIC INCIDENT COMMAND WORKSHEET

Agency:_______________________________

Date:_________________________________
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  Name


  Name



Command Centers are simply pre-arranged places for people to meet, find those in charge and make decisions.

Command Center Chart

	
	Location
	Phone (s)

	Primary Command Center

(EOC)
	
	

	Secondary Command Center
	
	

	Communications Center


	
	

	Back up Communications Center
	
	

	
	
	


ASSIGNMENT SHEET--ICS

You can assign roles by person or by organizational role.

	Position
	Examples of 

Organizational Role
	Responsibilities
	Assigned to

	Incident Commander (IC)

   
	Administrator

or John Smith
	Establish/maintain command


	

	Support Staff

1. Information Officer

2. Liaison Officer

3. Safety and Security
	1. 

2. 

3. 
	1. Central Point for Information dissemination

2. Point of Contact for other agencies

3. Anticipates, detects, and corrects unsafe situations
	

	Operations
	VP Operations

or David Jones
	Directs all incident tactical operations
	

	Planning & Intelligence
	Deputy Administrator

or

Henry Muse
	Collects, analyzes key information

Formulates Incident Action Plan; Maintains documents, prepares for demobilization
	

	Logistics
	Human Resources, facilities department

or Jane Flowers

And Michael Dean
	Responsible for acquisition and maintenance of facilities, staff, equipment, materials
	

	Finance/Administration
	Comptroller or
James Gonzalez


	Monitors costs, contracts, financial and time reporting
	


The Incident Commander 

· In the event of an emergency, this individual’s role is activated, along with the rest of the Incident Command staff at the outbreak of an emergency.  In preparation for this role, it is important to choose an Incident Commander who is knowledgeable about agency operations, is skilled at quickly prioritizing tasks in an emergency situation, and knows which actions will mitigate its ill effects. 


The ICS provides common terms (language) and roles during a disaster, and allows responders to rapidly receive and give instructions based on the organizational make-up of the ICS. 


Once integrated, an ICS can reduce confusion during an incident and provide for systematic identification of incident management objectives, responsibility for action, accountability and communications/information.

When multiple organizations or agencies respond to the same emergency event—they must all be able to speak the same language—ICS provides that language (see Community Support Planning Worksheet in Section IV).

The Command Center

· In the event of an emergency, each home care agency should be able to set up a pre- designated area called the Command Center, or Emergency Operating Center (EOC), in which all decisions and communications are made and transmitted. Special radios, phones and computers should be set up in this area. Back-up communication systems could be made available in the event of phone line disruptions.  In the event of a complete communication failure, staff should know to report to the EOC for instructions. All staff should know their roles prior to any event and follow the agency's procedure for calling in or reporting to work. 

· Staff should be oriented to the emergency plan upon hiring and know their roles and responsibilities. The plan and their role in it should be updated on an annual basis.  A best practice would be to review it with them and have them initial two copies—one for their employee file, one for them to keep. Their copy should contain agency emergency contact information as well.

Once ICS is activated:

· All external communication should be handled through the Emergency Operations Center;

· End all non-emergency-related phone calls; 

· Make sure everyone has their agency identification badges;

· Reassure patients and family members; and 

· Staff should follow agency policy for calling in or reporting to the agency office if staff is with a patient (in the home). Disasters may have an impact on the agency for several days, and new, rested staff will be required to take over. 
GLOSSARY

	Acronym
	Definition
	Explanation

	NIMS
	National Incident Management System
	NIMS is a comprehensive management system that establishes standard protocols and procedures for incident managers and responders to work together to prepare for and respond to incidents of all kinds, including natural disasters and acts of terrorism. Beginning in FY 2006, federal funding for state, local and tribal preparedness grants will be tied to compliance with the NIMS.  The NIMS standardizes incident management for all hazards and across all levels of government. The NIMS-standard incident command structures are based on three key constructs:

· Incident Command System

· Multi-agency Coordination Systems

· Public Information Systems

NIMS was created as a comprehensive tool to maximize resources and efficiency in interagency response to a disaster system.  Most incidents are local, but when we're faced with the worst-case scenario, such as Sept.11, 2001, all responding agencies must be able to interface and work together. The NIMS, and in particular, the ICS component, allow that to happen, but only if the foundation has been laid at the local level across all disciplines and agencies who potentially might be involved with disaster response.  

For additional information on NIMS, please visit http://www.fema.gov/nims/.


	ICS
	Incident Command System
	During an emergency, an Incident Command System (ICS) assists in the command, control and coordination of all efforts aimed at protecting life, preserving property, supporting the emergency response and stabilizing the operations of a health care site. A basic introductory course is available at http://www.nysemo.state.ny.us/TRAINING/I-100.asp  and additional resources are available at http://www.nysemo.state.ny.us/TRAINING/ICS/ICSexplain.asp#directive5 

	HEICS
	Hospital Emergency Incident Command System
	HEICS is an ICS-based crisis management plan for hospitals to use to coordinate their own response to emergencies or disasters. 



	IMS
	Incident Management System
	IMS is a generic term for the design of emergency management teams that coordinate the efforts of more than one agency under a unified command. 



	EOC
	Emergency Operations Center
	The command center for emergency operations


WHAT IS ICS?
· ICS is a management system

· Evolved from system to coordinate management of wildfires

· Component of NIMS (National Incident Management System)

· Mandated component of local incident response plans 

· It is the standard for incident management

BASIC FEATURES OF ICS
Common Terminology. Using common terminology helps to define organizational functions, incident facilities, resource descriptions, and position titles. 

• Modular Organization. The incident command organizational structure develops in a top-down, modular fashion that is based on the size and complexity of the incident, as well as the specifics of the hazard environment created by the incident. 

• Management by Objectives. Includes establishing overarching objectives; developing and issuing assignments, plans, procedures, and protocols; establishing specific, measurable objectives for various incident management functional activities; and directing efforts to attain the established objectives. 

• Reliance on an Incident Action Plan. Incident Action Plans (IAPs) provide a coherent means of communicating the overall incident objectives in the contexts of both operational and support activities. 

• Chain of Command and Unity of Command. 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. These principles clarify reporting relationships and eliminate the confusion caused by multiple, conflicting directives. Incident managers at all levels must be able to control the actions of all personnel under their supervision. 

• Unified Command. In incidents involving multiple jurisdictions, a single jurisdiction with multiagency or multi-organizational involvement, or multiple jurisdictions with multiagency involvement, Unified Command allows agencies and organizations with different legal, geographic, and functional authorities and responsibilities to work together effectively without affecting individual entity authority, responsibility, or accountability. 

• Manageable Span of Control. Span of control is key to effective and efficient incident management. Within ICS, the span of control of any individual with incident management supervisory responsibility can range from three to seven subordinates. A ratio of one supervisor to five reporting elements is recommended. 

• Predesignated Incident Locations and Facilities. Various types of operational locations and support facilities are established in the vicinity of an incident to accomplish a variety of purposes. Typical predesignated facilities include Incident Command Posts, Staging Areas/Labor Pool, Helibases, and Helispots. Additional facilities such as Mass Casualty Triage Areas and others may be added as required. 

• Resource Management. Resource management includes processes for categorizing, ordering, dispatching, tracking, and recovering resources. It also includes processes for reimbursement for resources, as appropriate. Resources are defined as personnel, teams, equipment, supplies, and facilities available or potentially available for assignment or allocation in support of incident management and emergency response activities. 

• Information and Intelligence Management. The incident management organization must establish a process for gathering, sharing, and managing incident-related information and intelligence. 

• Integrated Communications. Incident communications are facilitated through the development and use of a common communications plan and interoperable communications processes and architectures. 

• Transfer of Command. The command function must be clearly established from the beginning of an incident. When command is transferred, the process must include a briefing that captures all essential information for continuing safe and effective operations. 

• Accountability. Effective accountability at all jurisdictional levels and within individual functional areas during incident operations is essential. To that end, the following principles must be adhered to: 

• Check-In. All responders, regardless of agency or organization affiliation, must report in to receive an assignment in accordance with the procedures established by the Incident Commander. 

• Incident Action Plan. Response operations must be directed and coordinated as outlined in the IAP. 

• Unity of Command. Each individual involved in incident operations will be assigned to only one supervisor. 

• Span of Control. Supervisors must be able to adequately supervise and control their subordinates, as well as communicate with and manage all resources under their supervision. 

• Resource Tracking. Supervisors must record and report resource status changes as they occur. 

• Mobilization. Personnel and equipment should respond only when requested or when dispatched by an appropriate authority. 
http://emilms.fema.gov/IS200HLC/index.htm 
(P.S. – your terminology is as unfamiliar to them as some of this is to you)
Additional Resources
The Yale New Haven Center for Emergency Preparedness and Disaster Response Online Education and Training:  http://ynhhs.emergencyeducation.org/  

NIMS online:  http://www.nimsonline.com/ 

Basic Incident Command for Medical and Public Health Professionals:  http://www.mcph.org/BT/BT%202.19.03/ICS%20for%20Maine%20PH.ppt#1
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