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Preface 
 

The 13-county region of the Houston-Galveston Area Council (H-GAC) has been tasked with forming, 
staffing, and supporting one of eight regional Incident Management Teams (Type 3 IMT) in accordance with 
ǘƘŜ bŀǘƛƻƴŀƭ LƴŎƛŘŜƴǘ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳ όάbLa{έύ ŀƴŘ ǘƘŜ bŀǘƛƻƴŀƭ wŜǎǇƻƴǎŜ CǊŀƳŜǿƻǊƪ όάbwCέύΦ   ¢Ƙƛǎ 
Manual is designed to provide guidance for Team development, training, and possible deployment.  It is 
based on information included in the FEMA ά!ƭƭ IŀȊŀǊŘǎ La¢ ¢ŜŎƘƴƛŎŀƭ !ǎǎƛǎǘŀƴŎŜ tǊƻƎǊŀƳ ¢ŜŀƳ aŀƴǳŀƭέΣ 
dated August 2007 and on information developed by the San Jac IMT Steering Committee. 

In 2003, the U.S. Fire Administration (USFA) convened a focus group of stakeholders and subject matter 
experts from across the country to best determine the means to develop All-Hazards Incident Management 
Teams (AHIMTs) across the country.  In the fall ƻŦ нллсΣ ǘƘŜ ¢ŜȄŀǎ DƻǾŜǊƴƻǊΩǎ 5ƛǾƛǎƛƻƴ ƻŦ 9ƳŜǊƎŜƴŎȅ 
Management (G-DEM) and the Texas Forest Service (TFS) convened a similar group of stakeholders and 
subject matter experts from across the state to develop regional AHIMTs across the State.  As part of that 
process, the Texas AHIMT Steering Committee has tasked four working committees to develop plans to 
govern, train, credential, and equip each designated team. 

!ǎ ŘƛǊŜŎǘŜŘ ōȅ DƻǾŜǊƴƻǊ wƛŎƪ tŜǊǊȅΩǎ 9ȄŜŎǳǘƛǾŜ hǊŘŜǊ wt-ртΣ ŜƛƎƘǘ ǊŜƎƛƻƴŀƭΣ ¢ȅǇŜ о La¢Ωǎ ǿƛƭƭ ōŜ ŦƻǊƳŜŘΦ  
9ŀŎƘ ŀǊŜŀ Ƴŀȅ ŀƭǎƻ ŘŜǾŜƭƻǇ ŀŘŘƛǘƛƻƴŀƭΣ ǊŜƎƛƻƴŀƭ La¢Ωǎ ŀǎ ƴŜŜŘŜŘΦ 

 Austin/Capitol Area 

 Dallas/Ft. Worth 

 El Paso 

 Lubbock/Amarillo 

 Houston/Harris County 

 Rio Grande Valley 

 San Antonio 

 Midland/Odessa   

The San Jac IMT was developed to serve as the Houston/Harris County Team.  AS such, the San Jac IMT 
draws its membership from the 13-county H-GAC (Houston-Galveston Area Council) region.   Due to the size 
and diverse response requirements of the H-GAC region, the San Jac IMT is comprised of six sub-regional 
teams strategically located throughout the region.  This organization has the advantage of providing fast, 
loŎŀƭƛȊŜŘ ǊŜǎǇƻƴǎŜ ǿƘŜƴ ŀǇǇƭƛŎŀōƭŜΣ ŀƴŘ Ŏŀƴ ŎƻƳōƛƴŜ ǘƘŜ ŜƴǘƛǊŜ ǊŜƎƛƻƴΩǎ ǊŜǎƻǳǊŎŜǎ ƛƴǘƻ ŀ ¦ƴƛŦƛŜŘ !ǊŜŀ 
Command when required. 

A Steering Committee comprised of representatives from each sub-region, and across a variety of 
disciplines, provides guidance and direction for overall Team activities.  Within each sub-region, Team 
Leaders have the flexibility to develop and direct team activities to best meet the needs of their citizens. 
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Background  

What is a Type 3 Incident?  
A Type 3 Incident may require regional, or out-of-area, resources to effectively manage: 

 initial action incidents that require a significant number of resources; 

 an extended incident that requires multiple operational periods to control or contain; or 

 an incident that is expanding into transition to a Type 2 or Type 1 incident. 

Typical Type 3 events may include 100-200 participants during each operational period. A written Incident 
Action Plan (IAP) is required for each operational period.  Examples of a Type 3 incident may include 
weather events such as tornadoes, floods, or hurricanes; chemical releases or other HAZMAT event; 
catastrophic fires or mass casualty medical incident; multiday hostage or standoff event, or large 
preplanned entertainment event.   

What is a Type 3 Incident Management Team?  
A Type 3 Incident Management Team (IMT) is comprised of pre-designated Command and General Staff 
members that have the necessary training and experience to respond in support of large/complex 
operations.  A Type 3 IMT may be deployed when a local jurisdiction or agency requests assistance to 
manage an incident or pre-planned event.  Depending on circumstances, a Type 3 IMT must be capable to 
deploy to assist, support, or take command of the incident for a number of operational periods as agreed 
during a briefing by the Agency Administrator. 

A Type 3 IMT may vary in size based on the complexity of the incident; however, the State of Texas has 
authorized 14 positions for each Type 3 IMT as shown here.  For continuity of operations and to ensure 
availability for team deployment, each team should be staffed άǘƘǊŜŜ-ŘŜŜǇέ (42 total people per team). 
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What is the San Jac Incident Management Team? 

Definition  
The San Jac IMT is a comprehensive group of resources designed either to support ongoing operations 
through provision of infrastructure assistance or, when requested, to function as an incident management 
team including all components of the Command and General Staff.  As such, the San Jac IMT consists of 
trained, qualified personnel available for assignment to a large/complex incident or major event.  

Mission Statement  
The mission of the San Jac IMT is to provide local officials with the resources to effectively manage a 
large/complex incident or event.  The San Jac IMT fills Command and General Staff functions ς Command, 
Operations, Planning, Logistics, and Finance/Administrative Planning and Logistics ς to provide technical 
assistance, advice, incident command assistance, management and coordination in support of local 
emergency management officials. 

Purpose 
Any large scale/complex event has the potential to overwhelm the incident management capabilities of 
most agencies or organizations.  The implementation of an IMT can help strengthen overall command, 
control, and coordination functions. 

The San Jac IMT is an All Hazards Incident Management Team (AHIMT) developed in response to Governor 
wƛŎƪ tŜǊǊȅΩǎ 9ȄŜŎǳǘƛǾŜ hǊŘŜǊ wt-57.  The overall goal of the San Jac IMT is to provide a group of resources to 
assist local jurisdictions under the NIMS during large/complex incidents that extend into multiple 
operational periods.  The San Jac IMT either can support an existing Incident Command System (ICS) 
structure, or can assume command of an incident is requested and so delegated by the local authority 
having jurisdiction (AHJ).  Additionally, the San Jac IMT can ease the transition from a local Type 5 or Type 4 

Incident 
Commander

Operations Section 
Chief

Planning Section 
Chief

Resource Unit 
Leader

Situation Unit 
Leader

Logistics Section 
Chief

Communications 
Unit Leader

Medical Unit 
Leader

Food Unit Leader

Supply Unit Leader

Finance Section 
Chief

Safety PIO

Liaison
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(local) response to Type 2 (State) or Type 1 (Federal) IMT. 

Regional Organization  
Due to the size and diverse response requirements of the H-GAC 
region, the San Jac IMT is comprised of five sub-regional teams as 
shown here. 

 North ς Walker, Montgomery, Liberty, and N. Harris counties 

 Central -- City of Houston 

 East -- SE Harris and Chambers counties 

 South ς Galveston and Brazoria counties 

 West -- Austin, Colorado, Matagorda, and Wharton counties 

Each sub-region is in the process of developing a team of local first 
responders that can deploy quickly in support of local incidents.  Each 
sub-regional team will be fully capable of deployment as a State 
resource in support of requests for State IMT assistance.   

¢ƘǳǎΣ ǘƘŜ {ŀƴ WŀŎ La¢ ǿƛƭƭ ōŜ άfive-ŘŜŜǇέ ŦƻǊ ǇƻǎǎƛōƭŜ {ǘŀǘŜ 
deployment, allowing for a rotational schedule that will reduce an 
ƛƴŘƛǾƛŘǳŀƭ ǘŜŀƳ ƳŜƳōŜǊΩǎ ƻǾŜǊŀƭƭ ǘƛƳŜ ŎƻƳƳƛǘƳŜƴǘ ŀǿŀȅ ŦǊƻƳ ǘƘŜ ǊŜƎƛƻƴΣ ŀƴŘ ǎǘƛƭƭ ŜƴǎǳǊŜ Ŝǉǳŀƭ 
opportunity for all team members to participate in San Jac IMT programs and deployments.  Further, each 
team could serve as part of a Unified Area Command (UAC) during an incident that affects the entire H-GAC 
region.  Each sub-regional team will be under the guidance and direction of a Team Leader and Assistant 
Team Leader.  Both Tem Leaders have the additional responsibility to represent their sub-region on the San 
Jac IMT Steering Committee. 

Basic San Jac IMT Activities  
 

 

 

 

 

 

 

 

 

 Operational Readiness 
o Staffing 
o Equipping 
o Training 

 Deployment 
o Mobilization and transportation 
o Staff event roster 
o Personnel accountability 

 

South

Harris

East
Central

North

West

Operational Readiness 

Transition of Command 

On-scene Coordination 

Deployment 

Planning & Logistics 

Demobilization 

Documentation 
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o Coordination with other units and agencies 
o Self-sufficiency for an appropriate period 

 Transfer / Transition of Command 
o Establishing communication with local jurisdictions 
o Coordinating with local agencies 
o Receiving an initial briefing from the Agency Administrator 
o Obtaining a Declaration of Authority 

 Coordination of on-scene operations 
o Managing and coordinating efforts 
o Developing and modifying Incident Action Plans 
o Communicating with local agencies and other responders 

 Planning and Logistics 
o Conducting regular operational and planning meetings 
o Developing communication and medical plans 
o Providing oversight of food and facility safety and supply  

 Demobilization of resources 
o Establishing demobilization requirements and schedules 
o Maintaining personnel accountability 
o Coordinating with other units 
o Returning resources to service and releasing them from the incident 

 Documentation 
o Maintaining an incident file 
o tǊŜǇŀǊƛƴƎ ŦƛƴŀƴŎƛŀƭΣ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴΣ ƻǊ ƻǘƘŜǊ ŎƭŀƛƳǎ 
o Addressing human resource, labor, and legal matters 

 

San Jac IMT Administrative Oversight  

Administrative Polic ies 
To be successful, the San Jac IMT relies on careful planning, selection, training, credentialing, equipping, and 
funding the team.  Additionally, team members and their sponsoring organizations must understand the 
requirements and commitments for team and individual training, equipping, and deployment.   

Members may be asked to deploy for local, regional, or state emergencies, classroom and field training, and 
to be away from their homes, families, and primary employment for extended periods of time.  Depending 
on circumstances, reimbursement may be available to sponsoring organization for certain, approved San Jac 
IMT activities and expenses. 

Oversight responsibility for these activities rests with the Steering Committee and the Policies and 
Procedures Work Group. 

Steering  Committee  
The San Jac IMT Steering Committee consists of the Team Leader from each of the sub-regions, plus the 
Region 2 Disaster District Committee Chair (Texas DPS), the H-GAC Regional Texas Interagency Fire Mutual 
Aid System (TIFMAS) Coordinator, and an at-large Steering Committee Chair.  

Each Team may also select an alternate, usually the Assistant Team Leader, to the Steering Committee.  Each 
Team Leader has equal status with all other Team Leaders.  Committee members are: 
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 Texas DDC Chair, Region 2 David Sandlin, Texas DPS 

 Regional TIFMAS Coordinator Randy Parr, Tomball FD 

 San Jac Steering Committee Chair  Mike Montgomery, Harris County FM 

 Industrial Liaison Rick Deel, Lubrizol 

 North Team Leader Ken Kreger, Conroe FD 

 Central Team Leader Danny Snell, Houston FD 

 East Team Leader Robert Hemminger, Pasadena OEM 

 South Team Leader John Simsen, Galveston County OEM  

 West Team Leader Clay Fenwick, Sugarland FD 

Steering Committee Goals 
The Steering Committee will be an active, decisive body that will represent the agencies which are the 
primary users of, and providers of personnel to the San Jac IMT.  The Committee will support and provide 
oversight to the operations of the teams in accordance with applicable Mobilization Plans. 

Steering Committee Objectives 
1. The Committee will ensure that qualified individuals are nominated for team membership by their 

agencies and that those selected are provided with adequate training and support to be available 
for and perform the position for which they have been assigned. 

2.  The Committee will ensure that qualified individual(s) are selected for the position of Incident 
Commander. 

3.  The Committee will ensure that team performance meets the expectations and is responsive to 
agency need and direction. 

4. The Committee will support the coordination of the San Jac IMT in all aspects of management and 
support of the team. 

5.  The Committee will acknowledge and represent issues of team management or use that are 
Regional or National in scope. 

Steering Committee Operating Procedures  
1.  The Committee will have equal authority vested to each member. 
2.  The Committee members will endeavor to meet and participate at team meetings. Otherwise, the 

Committee will convene when matters of team business require. Any Committee member, Incident 
/ƻƳƳŀƴŘŜǊΣ ƻǊ ǘƘŜ ¢ŜŀƳΩǎ /ƻƻǊŘƛƴŀǘƻǊ Ƴŀȅ Ŏŀƭƭ ŦƻǊ ŀ ƳŜŜǘƛƴƎ ƻŦ ǘƘŜ /ƻƳƳƛǘǘŜŜ ŦƻǊ ŀƴȅ ǇǳǊǇƻǎŜ 
associated with the operation of the Team. The person calling for the convention may determine 
and will facilitate the most appropriate method to accomplish the business at hand (e.g. meeting, 
conference call). 

3. The Committee will annually review the teams Mobilization Plan and recommend its approval by the 
agency administrators. 

4. The Committee will call for and review nominations for the position of Incident Commander and 
select those individuals when vacancies occur on one of the teams. 

5. The Committee will review team performance evaluations (provided by each IC through the Team 
Leader) for each assignment and make recommendations for corrective procedures and 
acknowledge positive performance accordingly. 

6.  The Committee will call for and review nominations for the position of Team Leader and select the 
individual to serve that role when the vacancy occurs. 

7. Issues of team management or use developed by, or that come before the Committee, will be 
formally moved forward for appropriate action. 

8. These procedures are effective ____________, and will remain in effect until such time that 
unanimous approval of the agencies warrants a change to their content. 
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Policies and Procedures Work Group  
Reserved ς to be consistent with State guidelines under development 

Funding  and Reimbursement  
Except as provided by the Regional Incident Management Team Memorandum of Understanding, dated 
March 2, 2007 (RIMT MOU), all funding for San Jac IMT activities, equipment, and related expenses shall be 
ǘƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ǘŜŀƳ ƳŜƳōŜǊ ŀƴŘκƻǊ ǘƘŜ ƳŜƳōŜǊΩǎ ǎǇƻƴǎƻǊƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴΦ 

If requested for a State deployment, reimbursement for personnel, travel/lodging/per diem, and operating 
costs will follow State guidelines as defined in REIMBURSEMENT GUIDANCE FOR GDEM MOBILIZATION OF 
LOCAL RESOURCES. 

 

Member Selection  
Any person who meets the minimum requirements is eligible to join the San Jac IMT.  Prospective members 
must complete an application and submit it to the Steering Committee Chair for consideration.  Actual 
selection for the Team is subject to approval by the respective Team Leader for each sub-region.  

It will be the goal of each sub-regional Team to identify and designate at least three (3) qualified individuals 
for each identified core team position. This will allow for a rotational schedule for individuals and additional 
teams. Command and General Staff members of the Team can be released from their positions and an 
alternate will be called for such reasons as sickness, Agency Administrator commitments, or other 
emergencies.   

If for any reason a person must be removed from the team all agencies will be notified.  A call-up schedule 
will be established and used for dispatching the Team.  Candidates for these positions must meet all the 
prerequisites of training, experience, including agency specific supplemental requirements when 
appropriate.  The basic requirements for each team member are described in this Manual. 

San Jac IMT positions 
The San Jac IMT will include the following core Team members in the organizational structure shown below: 

Å Incident Commander 
Å Incident Safety Officer 
Å Incident Information Officer 
Å Incident Liaison Officer  
Å Operations Section Chief 
Å Planning Section Chief 
Å Logistics Section Chief 
Å Finance Section Chief 
Å Resource Unit Leader 
Å Situation Unit Leader 
Å Communications Unit Leader 
Å Medical Unit Leader 
Å Food Unit Leader 
Å Supply Unit Leader 
Å Incidentτspecific positions 
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Application Form  
The Team shall maintain an application form on the Team website.  Applicants and/or sponsoring agencies 
may download forms and keep them on file for future use.  Applicants are encouraged to refer to the 
website to ensure they are completing the current application form.  

Memorandum of Understanding  
Each applicant must submit a SIGNED Regional Incident Management Team Memorandum of 
Understanding, dated March 2, 2007 (RIMT MOU) to be considered for membership. 

 Training  and Credentialing  

General Training Requirements  
Each member of the San Jac IMT is required to complete specific training classes and demonstrate the ability 
to perform tasks as assigned.  Some classes must be completed before selection to the team; others must be 
completed during a specified timeframe after selection to the team ƛƴ ƻǊŘŜǊ ǘƻ ōŜ ŎƻƴǎƛŘŜǊŜŘ άŎǊŜŘŜƴǘƛŀƭŜŘέ 
and available for deployment as a State resource.  There are four levels of membership recognized by the 
San Jac IMT: 

 Trainee 

 Technical Specialist 

 Provisional Credentialed submitted before 6-1-08 

 Full Credentialed submitted after 6-1-08  

Requirements for Trainee  
To be considered as a TRAINEE, Each applicant must submit proof of successful completion of the following, 
or equivalent: 

 ICS-100: Introduction to ICS 

 ICS-200: Basic ICS 

Incident 
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Section Chief

Communications 
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 IS-700: NIMS, An Introduction  

 IS-800.A: National Response Plan (NRP), An Introduction 

 Summary of Response Experience, Job Qualifications, and Recommendation References 

 Approval of your agency department chief or agency administrative head 

Any member who has met the requirements of TRAINEE is eligible for LOCAL deployment within the 
respective home sub-ǊŜƎƛƻƴ ŀƴŘ ŦƻǊ άǎƘŀŘƻǿƛƴƎέ ŀǎǎƛƎƴƳŜƴǘǎ ŀǎ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ǊŜǎǇŜŎǘƛǾŜ ¢ŜŀƳ [ŜŀŘŜǊΦ 

Additional Requirements for Technical Specialist  
To be considered as a TECHNICAL SPECIALIST, each applicant must submit proof of successful completion of 
the following, or equivalent, In addition to the requirements for TRAINEE: 

 ICS-300: Intermediate ICS  

Any member who has met the requirements of TECHNICAL SPECIALIST is eligible for LOCAL and REGIONAL 
ŘŜǇƭƻȅƳŜƴǘ ŀƴŘ ŦƻǊ άǎƘŀŘƻǿƛƴƎέ ŀǎǎƛƎƴƳŜƴǘǎ ŀǎ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ǊŜǎǇŜŎǘƛǾŜ ¢ŜŀƳ [ŜŀŘŜǊΦ 

Additional Requirements for Provisional Credentialing Prior  to 6-1-08 
To be considered as a PROVISIONALCREDENTIALED RESPONDER, each applicant must submit proof of 
successful completion of the following, or equivalent, In addition to the requirements for TECHNICAL 
SPECIALIST: 

 ICS-300: Intermediate ICS  

 ICS-400: Advanced ICS 

 Awaiting scheduling of O-305: All Hazard IMT  

 Awaiting scheduling of position-specific USFA training courses 

 Completed position-specific Task Book 

Any member who has met the requirements of PROVISIONAL CREDENTIALED RESPONDER is eligible for 
[h/![ ŀƴŘ w9DLhb![ ŘŜǇƭƻȅƳŜƴǘ ŀƴŘ ŦƻǊ άǎƘŀŘƻǿƛƴƎέ ŀǎǎƛƎƴƳŜƴǘǎ ŀǎ ŀǇǇǊƻǾŜŘ by the respective Team 
Leader. 

Additional Requirements for Full Credentialing after 6 -1-08 
To be considered as a FULL CREDENTIALED RESPONDER, each applicant must submit proof of successful 
completion of the following, or equivalent, In addition to the requirements for TECHNICAL SPECIALIST: 

 ICS-300: Intermediate ICS  

 ICS-400: Advanced ICS 

 O-305: All Hazard IMT 

 Position-specific USFA training courses  

 Position-specific Task Book 

Any member who has met the requirements of FULL CREDENTIALED RESPONDER is eligible for LOCAL and 
REGIONAL deployment, ŦƻǊ άǎƘŀŘƻǿƛƴƎέ ŀǎǎƛƎƴƳŜƴǘǎ ŀǎ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ǊŜǎǇŜŎǘƛǾŜ ¢ŜŀƳ [ŜŀŘŜǊ, and for 
evaluating and documenting team member task books as approved by the Team Leader. 

Position -specific training  
Each San Jac IMT position requires the successful completion of USFA position-specific training, or 
equivalent, in order for the team member to be considered FULL CREDENTIALED.  These courses are: 

 For Incident Commander S-400: Incident Commander 

 For Safety Officer S-404: Incident Safety Officer 
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 For Public Information Officer S-403: Information Officer 

 For Liaison Officer none 

 For Operations Section Chief S-430: Operations Section Chief 

 For Planning Section Chief S-440: Planning Section Chief 

 For Logistics Section Chief S-450: Logistics Section Chief 

 For Finance Section Chief S-460: Finance/Admin Section Chief 

 For Resource Unit Leader S-348: Resources Unit Leader 

 For Situation Unit Leader S-346: Situation Unit Leader 

 For Communications Unit Leader S-358: Communications Unit Leader 

 For Medical Unit Leader S-359: Medical Unit Leader 

 For Food Unit Leader S-357: Food Unit Leader 

 For Supply Unit Leader S-356: Supply Unit Leader 

Task books  
In addition to classroom and field training requirements, each team member must submit a completed 
position task book for approval by the Agency Head before the member is considered to be FULL 
CREDENTIALED.  Task books exist for the following positions: 

 All Hazards Incident Commander March 15, 2007 

 All-Hazards Safety Officer March 15, 2007 

 Al- Hazards Public Information Officer March 15, 2007 

 All-Hazards Liaison Officer March 15, 2007 

 All-Hazards Operations Section Chief March 15, 2007 

 All-Hazards Planning Section Chief March 15, 2007 

 All-Hazards Logistics Section Chief March 15, 2007 

 All-Hazards Finance Section Chief March 15, 2007 

Other IMT positions will be required to complete Task Books as they are issued.  A copy of each Task Book 
will be maintained on the Team website. 

Continuing Education  
All San Jac IMT members are expected to meet the continuing education and periodic training requirements 
as outlined in the RIMT MOU.  Each sub-region may provide additional training opportunities as needed to 
maintain member competencies and readiness.  Unless approved in advance by the Texas Forest Service, 
local training activities are not reimbursable by the State. 
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Operational Guidelines  
The purpose of this section is to describe San Jac IMT methods of operation, organization, position 
descriptions and qualifications, operational checklists, administrative and personal equipment, general 
guidelines for rostering IMT members, and their integration into incident activities. 

Background  

Team development  
The San Jac IMT (the Team) was developed to provide a group of highly qualified specialists readily available 
for rapid assembly and deployment to a large/complex incident. The mobilization and use of IMT forces 
provides a significant capability for disaster response and mitigation. The multi-disciplinary IMT affords 
technical capabilities, and a wide variety of services related to planning and logistical support for 
catastrophic events. It is the intent of this support group to assist the Incident Commander (IC) by relieving 
them of the planning and logistics responsibilities.  If requested by the IC, the IMT may assign someone to 
assist with Operations as an Advisor to the IC or AS an IC for an operational period.  

The San Jac regional IMT consists of six separate teams, one in each sub-region of the 13-county H-GAC 
region.  Each sub-regional team may be multiple layers deep to ensure team availability during an incident.  
Team members should be ready to deploy, as available, depending on their status (stand-up, stand-by, or 
stand-down) in the published Team rotational schedule.  The Rotational Schedule shall be maintained on the 
Team website. 

The IMT must be available on short notice to mobilize within 2 hours of request. IMT members must be self 
sufficient for at least 24 hours and prepared for a response assignment of up to 7 days.  An IMT equipment 
cache is organized into functional kits supplied to each Team Leader.  San Jac IMT maintains these kits to 
support IMT activities.  An inventory of the IMT equipment cache is provided in the Equipment Section of 
this Manual.  The IMT maintains a copy of the cache inventory to facilitate ordering and accountability.  

Objectives 
1. The Team must be able to augment local Incident Commanders and any form of incident 
ƳŀƴŀƎŜƳŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴ ŀŎǘƛǾŀǘŜŘ ōȅ ǘƘŜ ƭƻŎŀƭ !ǳǘƘƻǊƛǘȅόƛŜǎύ IŀǾƛƴƎ WǳǊƛǎŘƛŎǘƛƻƴ ό!IWΩǎύΦ 

2. When activated, the Team must also be able to take over complete management of the incident 
following call-ǳǇΣ ƻǊ ŀǎ ŀƎǊŜŜŘ ǳǇƻƴ ŘǳǊƛƴƎ ǘƘŜ ƛƴƛǘƛŀƭ ōǊƛŜŦƛƴƎ ǿƛǘƘ ƭƻŎŀƭ !IWΩǎΦ 

3. When activated, the team will provide for a smooth transition of incident management from the 
local AHJ to the Team assigned to the incident by the State Emergency Operations Center. 

4. The incident will be managed in an economical manner considering safety of public and incident 
personnel, resource values, and Agency Administrator direction. All activities will be conducted in a 
manner which ensures the safety of all personnel and the general public. Incident management will 
be conducted in a professional manner which exhibits a "situation of control" to the agency and the 
public. 

General Team Procedures  
1. A San Jac Team may be dispatched when an ƛƴŎƛŘŜƴǘ ŜȄŎŜŜŘǎ ǘƘŜ ŎŀǇŀōƛƭƛǘȅ ƻŦ ƭƻŎŀƭ !IWΩǎ ŦƻǊ 

management or when additional regional resources will augment the initial response of local 
resources.  

2. The Team is supervised by an Incident Commander and assisted by specialists needed to control the 
emergency as effectively and efficiently as possible. 

3. The sponsoring agency should strive to allow Team membersΩ ŀǾŀƛƭŀōƛƭƛǘȅ for assignments when 
practical.  Any periods of unavailability or substitutions should be reported to the Team Leader. 
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Position Responsibilities  

Agency Administrator /Requesting Unit  
The Authority(ies) Having Jurisdiction (AHJ) for management of the area in which the emergency exists 
designates the Agency Administrator.  Unless other officials are appropriately designated, applicable State 
and Federal Statutes will designate the Agency Administrator for the emergency assignment concerned.  
Agency Administrators are responsible to:  

1. Retain ultimate responsibility for the control of the incident, including mobilization and 
demobilization of the forces, equipment, supplies, etc.   

a. Provide briefing for the Team on arrival and debriefing on their departure. Provides the 
Team with a completed initial Incident Briefing Form (ICS #201).   

b. Provides local support to the Team for procurement, contracting, etc. 
c. Restoring and maintaining initial attack capability. 

2. Provide the incoming the Incident Commander, prior to arriving at the briefing, with any special 
treatment areas or requests. 

3. Maintain close contact with the San Jac IMT throughout the event, from initial ordering to final 
demobilization, team evaluation, and after-action debriefing.   

4. Delegate authority to manage the incident to the Incident Commander and appoints a Resource 
Advisor to work with the team. 

5. Establish and coordinate resource management objectives with the Incident Commander and 
assures the objectives are included in the management of the incident. 

6. Provide procedures for release of information to the news media and concerned public. 
7. Be responsible for anŘ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ǘƘŜ ¢ŜŀƳΩǎ performance and effectiveness. 

Steering Committee and Committee Chair  
1. Assist in selection of Team members (at least Command and General Staff). 
2. Resolve disciplinary actions that cannot be resolved by the Incident Commander or between the 

Team and any other entity. 
3. Review the mobilization plan and make any necessary changes in the Guide, including Trainee and 

Alternate lists. 
4. Forward and disseminate Team related information to team members concerning meetings of 

interest, safety items, etc. 

Team/Team Members  
1. Teams are responsible to the Agency Administrator having incident protection responsibility for the 

land where the incident is located. 
2. Be available for dispatch when on two-hour call. 
3. Will notify their Team Leader when the status their availability changes due to change in 

employment responsibilities, or when they will be unavailable for an extended period of time. 
4. Notify their immediate supervisor or each time they are dispatched. 
5. Provide agenda items for Team meetings to the Steering Committee. 
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Incident Commander Actions  
1. Assist with the transition from local incident management to the San Jac Type 3 IMT as assigned to 

the incident by the State Emergency Operations Center. 
2. Establish an Incident Command Post (if not already established) and check-in location(s) to receive, 

brief, and assign incoming resources. 
3. Assure that an ICS #201 ς Incident Briefing Form is completed. 
4. Review the Safety Checklist. 
5. Determine and document: 

a. Status of the operations efforts. 
b. Additional resources required. 
c. Anticipated weather conditions. 
d. Special situations such as values threatened. 

6. As additional resources arrive: 
a. Segment the operations area into Divisions. 
b. Assign resources to the Divisions, maintaining an acceptable span-of control. 

7. Organize resources in the Operations Section and assign an Operations Section Chief to directly 
supervise operations. 

8. Assign a Logistics Section Chief to begin addressing logistical needs such as feeding, fuel, sleeping 
arrangements, special equipment, etc. 

9. Assign a Planning Section Chief to address: 
a. Formal check-in and resource status 
b. Gather, record and provide on-site information to personnel 
c. Assess on-site weather and obtain weather reports and forecasts 
d. Start a written Incident Action Plan, if required by IC. 
e. Prepare maps. 

10. Assign a Liaison Officer (or Agency Representative) for incidents involving multiple jurisdictions and 
agencies. 

11. Assign a Safety Officer. 
12. Assure that all activities are documented and documentation is provided to the Planning Section 

Chief 
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Safety Officer  
The Safety Officer, a member of the Command Staff, is responsible for monitoring and assessing hazardous 
and unsafe situations and developing measures for assuring personnel safety. Although the Safety Officer 
may exercise emergency authority to stop or prevent unsafe acts when immediate action is required, the 
Safety Officer will correct unsafe acts or conditions through the regular line of authority. 

1. Appointed by the Incident Commander. 
2. Obtain briefing and operating procedures from the Incident Commander. 
3. Establish systems to monitor activities for hazards and risks. Take appropriate preventive action. 
4. Participate in planning meeting. 
5. Establish operating procedures for safety assistants. 
6. Review Incident Action Plans. Review and approve the Medical Plan. 
7. Prepare the safety message included in the Incident Action Plan. 
8. Present safety briefing to overhead. Safety briefing should emphasize hazards and risks involved in 

action plan components. 
9. Evaluate operating procedures. Update or modify procedures to meet the safety needs of the event. 
10. Ensure accidents are investigated and prepare accident report upon request of the Incident 

Commander. 
11. Place hazards and risks in priority for action. Priority of recommendations will start with risks having 

the highest potential for death or serious injury and follow through to those of lesser degree.  A 
DANGEROUS SITUATION SHOULD BE CORRECTED BY DIRECT INTERVENTION IMMEDIATELY. 

12. Analyze observations from staff and other personnel. 
13. Prepare final Safety Report upon request from the Incident Commander. 
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Public Information Officer  
The Public Information Officer (PIO) is responsible for developing and releasing information about the 
incident to the news media, to incident personnel, and to other appropriate agencies and organizations. 
Only one Information Officer will be assigned for each incident, including incidents operating under Unified 
Command and multi-jurisdiction incidents.  

The Information Officer may have assistants as necessary, and the assistants may also represent assisting 
agencies or jurisdictions.  Agencies have different policies and procedures relative to the handling of public 
information. The following are the major responsibilities of the Information Officer which would generally 
apply on any incident: 

1. Determine from the Incident Commander if there are any limits on information release. 
2. Develop material for use in media briefings. 
3. hōǘŀƛƴ LƴŎƛŘŜƴǘ /ƻƳƳŀƴŘŜǊΩǎ ŀǇǇǊƻǾŀƭ ƻŦ ƳŜŘƛŀ ǊŜƭŜŀǎŜǎΦ 
4. Establish communications with the Local and State EO/ΩǎΣ 9{C мпΣ tǳōƭƛŎ Information Desk. 
5. Inform media and conduct media briefings. 
6. Arrange for tours and other interviews or briefings that may be required. 
7. Obtain media information that may be useful to incident planning. 
8. Maintain current information summaries and/or displays on the incident and provide information on 

status of incident to assigned personnel. 
9. Maintain Unit/Activity Log (ICS Form 214). 
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Liaison Officer  
Incidents that are multi-jurisdictional, or have several agencies involved, may require the establishment of 
the Liaison Officer position on the Command Staff.  Only one Liaison Officer will be assigned for each 
incident, including incidents operating under Unified Command and multi-jurisdiction incidents. The Liaison 
Officer may have assistants as necessary, and the assistants may also represent assisting agencies or 
jurisdictions. 

The Liaison Officer is the contact for the personnel assigned to the incident by assisting or cooperating 
agencies. These are personnel other than those on direct tactical assignments or those involved in a Unified 
Command. 

1. Be a contact point for Agency Representatives. 
2. Maintain a list of assisting and cooperating agencies and Agency Representatives. 
3. Assist in establishing and coordinating interagency contacts. 
4. Keep agencies supporting the incident aware of the status of the incident. 
5. Monitor incident operations to identify current or potential inter-organization problems. 
6. Participate in planning meetings, providing current resource status, including limitations and 

capability of assisting agency resources. 
7. Maintain Unit/Activity Log (ICS Form 214). 
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Operations Section Chief  
Responsible for management and coordination of all operational resources. 

1. Activate and brief Operations Section Branches, Groups, and/or Divisions, as necessary, to support 
the mission request. 

2. Participate in the preparation of an Incident Action Plan for resource deployment, after consultation 
with Operations staff. 

3. Execute the Incident Action Plan. 
4. Contact, assemble and brief all Branch, Group, and Division Supervisors. 
5. Implement pre-staging areas as necessary. 
6. Determine on-going needs, request additional resources as necessary, and resolve problems 

reported by subordinates. 
7. Maintain Unit/Activity Log (ICS Form 214). 
8. Brief personnel as to current status of emergency operations and incident action plan objectives 

prior to deployment and relief. 
9. Implement demobilization of Regional Operations Section, forward all logs and pertinent data for 

incident documentation. 
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Planning Section Chief  
Collect, evaluate and disseminate information about the incident situation and status of resources, prepare 
strategies for The Incident Action Plan, and manage the Planning Section Unit(S). 

1. Check in and obtain briefing from the Incident Commander. 
2. Organize, activate, brief, and manage planning section units (Situation, Resource, Documentation, 

Demobilization) as necessary. 
3. Screen incoming damage and casualty information and see that pertinent data is posted to status 

boards, maps or similar records. 
4. Utilize ICS forms 202-206, 209 and 221 as necessary. 
5. Gather complete intelligence regarding the incident situation and status of resources. 
6. Evaluate preliminary disaster information. Determine the extent of damage and estimate the extent 

of records required to support the emergency operations. 
7. Schedule and facilitate planning meetings with appropriate Command and General Staff. 
8. Maintain status of all emergency response resources. 
9. Compile and display incident and resource status summary information. 
10. Assist in preparation of the Incident Action Plan (IAP) for operational periods. 
11. Prepare and distribute the IAP. 
12. Prepare demobilization plan and distribute as necessary. 
13. Brief relief personnel as to plan section/incident status. 
14. Insure documentation is complete for this section and entire incident. 
15. Maintain Unit/Activity Log (ICS Form 214). 

Resource Unit Leader  
Reserved 

Situation Unit Leader  
Reserved 
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Regional Logistics Section Chief 
Manage resources, which provide for personnel, equipment, facilities, Services, transportation, and material 
in support of the disaster activities. 

1. Organize, activate, brief and manage Logistic Section branches/personnel (County Coordinator, 
Support Branch, Services Branch, Other), as necessary. 

2. Participate in the preparation of the Incident Action Plan (IAP). 
3. Advise on current service and support capabilities. 
4. Prepare service and support elements of the IAP. 
5. Identify current and future services and support requirements for planned and expected operations. 
6. Coordinate and process all requests for additional resources from the Section Chiefs (in conformity 

with priorities established within IAP). 
7. Utilize resources as established within the IAP. 
8. Notify relief personnel of current emergency/logistics status. 
9. Demobilize section in conformity with demobilization plan. 
10. Forward all pertinent data, logs, reports, paperwork to Plans for incident documentation. 
11. Maintain Unit/Activity Log (ICS Form 214). 

 

Communications Unit Leader  
Reserved 

Medical Unit Leader  
Reserved 

Food Unit Leader  
Reserved 

Supply Unit Leader  
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Regional Finance/Administrative Section Chief  
Manages and coordinates the financial and administrative aspects of the incident. Provides documentation 
for reimbursements. 

1. Organize, activate and brief administrative units (Time Recording, Legal, Cost Analysis, 
Compensation and Claims), as necessary. 

2. Attend planning meetings to gather information and provide financial, cost, and administrative 
analysis. 

3. Provide information on reimbursement issues associated with the event. 
4. Obtain and record all financial data and prepare incident cost summaries, as necessary. 
5. Demobilize Administrative Section in accordance with the Incident Action Plan (IAP) approved by the 

Regional Coordinator. 
6. Maintain Unit/Activity Log (ICS Form 214). 
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General Concept of Operations  

Incident Su pport Team Capabilities  
State and local emergency response officials may not be fully aware of San Jac IMT capabilities and use. 
Upon activation by the local jurisdiction and under direction of the IMT Leader, the IMT rapidly responds to 
an impending incident or one that has just occurred and assesses the need for and potential use of, IMT 
resources. The IMT then provides local officials with technical assistance in the Planning and Logistics 
Sections of ICS through advice, Incident Command assistance, management, and coordination of forces and 
logistical support.   

Based on the needs of the affected area, the primary types of technical assistance provided by the IMT 
include the following areas. 

ω Provide Planning support appropriate for the current or escalated situation.  
ω Provide Logistical support appropriate for the current or escalated situation. 
ω Follow established protocols and practices concerning the incident. 
ω In coordination with local officials, develop written Incident Action Plans (IAP) for each operational 

period. The IAPs will support the objectives in the IAP from the local jurisdiction and contain the 
strategic objectives for the available resources to be accomplished during each operational period. 

ω Provide copies of IAPs and Situation Reports to responsible local official. 
ω Coordinate all media relations with the Public Information Officer (PIO) and the responsible local 

official. 
ω In coordination with the local Incident Commander, integrate local resources and personnel into the 

effort in a safe manner. 
ω Conduct operational briefings.  
ω Conduct planning meetings. 

The IMT TL will periodically assess the continued need for the IMT and change team assignments as 
appropriate. 

Activation  
Based on actual or potential incident severity, the affected region will determine the need for IMT 
resources. Plans to prepare or activate IMT resources will be coordinated with the sub-region TL and/or the 
DDC.  Prior to decisions to alert or activate an IMT the IMT TL will identify initial resources to be assigned. 

IMT members are activated from a roster of qualified personnel on a rotating basis. Each TL shall attempt to 
maintain a well-balanced team with at least 50% of the members having previous response experience. This 
procedure ensures that the same individuals are not always selected, thereby providing an opportunity for 
more team members to gain experience. 

When warranted, resources may be pre-positioned for anticipated disasters.  During pre-positioning, 
information flow and coordination with decision makers is critical for timely and effective decisions on the 
nature and extent of an IMT response.  An IMT may be activated at this point.  Assigned responders will 
receive situation reports and other appropriate information at the time of activation, or during an alert 
period, if one exists. 

When an IMT is activated, IMT members will deploy within 2 hours of activation to a Point of Departure 
(POD) designated by the TL.  IMT members activated will report to the IMT TL.  In most cases, the Team will 
then deploy to an EOC or ICP to establish operations. 
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Interactions  
Once the IMT is established in the field, the TL will be responsible for management and coordination of IMT 
resources as well as: 

ω Ordering additional IMT personnel; 
ω Ordering additional forces not included in the initial deployment; 
ω Coordinating the ordering of technical specialists with the IC; 
ω Providing situation reports, technical information, and other reports as needed; 
ω Resolving issues that require interagency coordination that cannot be accomplished in the field; and 
ω Making recommendations for the resolution of issues  

The TL, in coordination with the IC, may elect to assign one or more Team members to support EOC/DDC 
staff. Any member assigned to the EOC fills an informational role and provides technical information and 
advice to the EOC/DDC staff while relaying important information to the IMT. 

 

Deployment Strategy  

Preparation  
All IMT members will be suitably equipped to mobilize within 2 hours of activation with clothing, medical, 
and personal needs foǊ ǳǇ ǘƻ т ŘŀȅǎΦ  wŜŦŜǊ ǘƻ ǘƘŜ άDh Yƛǘέ ƛƴ ǘƘŜ 9ǉǳƛǇƳŜƴǘ {ŜŎǘƛƻƴ ŦƻǊ ŘŜǘŀƛƭǎ ŀōƻǳǘ 
necessary items. 

Single Site Events 
Disasters involving a single site or small geographical area will have a single IMT established to facilitate the 
management and coordination of resources. The IMT will establish its Base of Operations (BoO) as close as 
possible to the ICP.  IMT command, operations, planning, logistics, and finance/administration functions to 
manage and coordinate IMT resources are performed from the IMT BoO. 

Multi -site Events 
Disasters involving multiple sites or large geographical areas will designate a point of contact to coordinate 
and facilitate the management and coordination of IMT and incident resources.  Typically, this will be the 
TL/ATL.   

If the Team is tasked to staff multiple sites, the TL/ATL should request an additional TL/ATL to assist with the 
management of the multiple situations. 

During disasters where a large geographic area is affected, there may be a need to deploy additional IMTs 
and/or establish an Area Command.  The decision to deploy additional IMTs is the responsibility of the local 
Agency Representative or State Representative after conferring with the TL/ATL. 

How to Request a Team 
1. For LOCAL (SUB-REGIONAL) activations:  Team requests will be made through the respective Team 

Leader, who will in turn notify the Incident Commander and the respective team members.   
2. For REGIONAL or STATE activations:  Team requests will be made through the Region 2 Disaster 

District Chair (DDC), or respective Regional Liaison Officer (RLO) to the Committee Chair, who will in 
turn notify the respective Team Leader, who will in turn notify the Incident Commander and the 
respective team members.   
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3. Team members will bring their own transportation unless otherwise agreed upon. Transportation 
for team members will be coordinated between team members, and home agency offices, for 
dispatches outside the San Jac Region. 

4. Any additional Team requests that cannot be obtained from within the Region will be ordered 
through the normal deployment channels.  

5. The Agency Administrator ordering the team should furnish the following information: 
a. Resource order number 
b. Name of incident 
c. Location of incident 
d. Designated assembly point 
e. Estimated time of briefing 
f. Any other pertinent information 
g. Agency contact information 
h. If the Incident Commander should call the ordering agency. 

Request to Activate  
When a request for the IMT is made, the Steering Committee Chair and the appropriate Team Leader (TL) or 
Assistant Team Leader (ATL) shall identify the nature of the request and the resources necessary.  The 
TL/ATL shall then request that the appropriate team members be dispatched to the incident.  It is the 
¢[κ!¢[Ωǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŀǎǎǳǊŜ ǘƘŀǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ Ǉƻǎƛǘƛƻƴǎ ŀǊŜ ŦƛƭƭŜŘ ōŀǎŜŘ ƻƴ the type of incident and 
the nature of the requirement for continued involvement. If the incident escalates, the region may 
strengthen the IMT with additional positions within the team.  

The ADVANCE ELEMENT of the San Jac IMT provides an initial effort to establish on-site support for 
anticipated or actual arrival of additional IMT members at a disaster.  The IMT advance element shall consist 
of at least two members including the TL or ATL. 

Following discussions with the local Agency Representative, a FULL ACTIVATION of the IMT may be 
requested.  As the complexity and duration of an event escalates, and/or as the duties and responsibilities of 
the team expand, it may become necessary to augment sections of the IMT.  If the team is expected to 
provide 24-hour coverage, each position may be filled with two team members, but this will depend on the 
need of the local jurisdiction, the IMT request, and any tasking orders from the State.  If additional staffing is 
required, the IMT TL will request necessary personnel through the Team paging system. 

Initial Deployment  
The IMT TL facilitates the transition, management and coordination of the IMT once the IMT TL is in place 
within the ICP.  Upon the occurrence of an actual disaster or the threat of an anticipated disaster, a sub-
region may activate an IMT to begin coordination efforts. 

The TL/ATL will serve as the central point of contact for IMT members in transit. The TL/ATL will assign a 
POD or reporting location, and will identify the official to whom each IMT member will initially report upon 
arrival.  In cases where the official has not been identified prior to departure, it is incumbent upon IMT team 
members to contact the TL upon arrival at the ICP.  

The TL/ATL is responsible for tracking and monitoring the location and well being of all IMT members, and 
should maintain contact with responding members to ensure up to date information. Since some of the IMT 
members may depart or arrive at different times or location, they may not have an opportunity to meet 
together prior to deployment. The TL/ATL should make every effort to convene a full IMT meeting at the 
first possible opportunity.  If a full team meeting is not possible, the IMT TL should contact each member to 
provide an updated situation report.  A conference call may be the most effective means to accomplish this. 
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Team Assignment  
1. Team members will be on two hour notice and will be activated by their respective Team Leader 

(TL). When the Incident Commander is not available for timely dispatch, the Team will be dispatched 
with the qualified Deputy or Alternate Incident Commander. 

2. ¢ƘŜ ¢[κ!¢ ǿƛƭƭ ŎƻƴǘŀŎǘ ǘƘŜ LƴŎƛŘŜƴǘ /ƻƳƳŀƴŘŜǊ ŀƴŘ ŀŘǾƛǎŜ ǘƘŜƳ ƻŦ ǘƘŜ ¢ŜŀƳΩǎ ŀŎǘƛǾŀǘƛƻƴΦ  
3. The Incident Commander in-ǘǳǊƴ ǿƛƭƭ ƴƻǘƛŦȅ ǘƘŜƛǊ ƛƴŘƛǾƛŘǳŀƭ ǘŜŀƳ ƳŜƳōŜǊǎ ƻŦ ǘƘŜ ¢ŜŀƳΩǎ ŀŎǘƛǾŀǘƛon. 
4. After all team members have been advised, the IC will confirm status with the TL/ATL. 
5. Each Team should have up to three alternates filling core positions on the Team.  Team members 

who become unavailable during their "call up period" must notify the Incident Commander and the 
TL/ATL of their unavailability. The TL/ATL will notify the Committee Chair of the placement of an 
alternate on the team, or make the request for additional resources. 

6. The Team will be primarily for incidents that occur in the H-GAC region, but could be dispatched to 
out-of-area incidents.  For out-of-area responses, all Team members must meet State Standards as 
described in the State Interagency Mobilization Guide. 

7. A copy of the Incident Team Evaluation received from an incident dispatch will be forwarded by the 
Incident Commander to the Team Leader and Committee Chair after returning from each dispatch. 

8. ! ŎƻǇȅ ƻŦ ά[Ŝǎǎƻƴǎ [ŜŀǊƴŜŘέ ǿƛƭƭ ōŜ ǇǊƻǾƛŘŜŘ ǘƻ ǘƘŜ ¢ŜŀƳ [ŜŀŘŜǊ ŀƴŘ /ƻƳƳƛǘǘŜŜ /ƘŀƛǊ ŀŦǘŜǊ 
returning from each dispatch. 

Development al/Trainee Positions  
The number of additional developmental positions to be filled will be determined by the Incident 
Commander on the incident with the concurrence of the Agency Administrator of the AHJ in which the 
incident occurs. A list of available resources will be provided by each agency.  The intent of the 
developmental position is to provide "on-the-job" training and assurance that future qualified personnel will 
be available to participate on the San Jac IMT for all positions. 

Developmental/Trainee/Assistant ς One who has completed all formal training required for a position, but 
lacks on-the-job experience of performing the duties of that position. 

Coached Positions ς Criteria for a person needing coaching will be when a person has lost their currency due 
to time lapse and they need on-the-job training to bring them up to date. 

Alternate ς To qualify as an alternate in a position, a person will be fully qualified in the position held. 

Delegation of Authority  
The TL/ATL will cooperatively develop and submit for signature to the local Agency Representative or IC a 
written Delegation of Authority (DOA). The DOA is required to assure that there is a complete understanding 
by all parties of the scope, nature, and requirements of the assignment.  The written delegation of authority 
should include at minimum the following points: 

ω Duration of the mission 
ω Operational assignment and expectations 
ω Reporting process between IMT Team Leader and the local agency 
ω Parties involved in the agreement 
ω Logistical support to be provided by the IMT and the local agency 
ω Process for updating the agreement 
ω Specifics of who signs for each party 
ω Information flow 
ω Briefing and meeting schedule and who attends 
ω Method of contact for all parties 
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A blank Delegation of Authority form is located at the end of this section. 

Demobilization  
IMT components will be demobilized in accordance with the demobilization plan prepared by the IMT 
Planning Section and implemented and managed by the IMT Logistics Section.  

Demobilization Planning  
In conjunction with demobilization requirements, the Logistics Section Chief will develop a demobilization 
plan and will discuss this plan and receive plan approval from the TL and IC.  Prior to delivery of the 
demobilization order, the following activities must be completed: 

ω Provide status briefings on the availability and time for leaving the affected area. 
ω Review process for financial reimbursement 
ω Assist in the completion of property accountability documentation 
ω Assess the condition of equipment and initiate plans to rehabilitate or replace equipment 
ω Identify and convey requirements for incident stress debriefing or other treatment necessary. 

The TL/ATL must approve any recommendation by the IMT Section Chiefs to demobilize IMT personnel. This 
will be accomplished through approval of a written demobilization plan, which is coordinated through the 
TL/ATL.  The IMT component will not completely demobilize until all IMT resources, both task forces and 
technical specialists, have returned to their home jurisdiction.  

Once all IMT personnel have been demobilized, the IMT will officially be deactivated by the TL/ATL.  TO 
complete the stand-down process, the TL/ATL will oversee the following phase out operations: 

ω Demobilizing all Team resources and returning personnel and equipment to their points of origin 
ω Evaluating individual performance and conduct an on-scene after-action review 
ω Returning all resources to a state of readiness for future activations 
ω Complete individual performance evaluations and after action reports and discuss them with team 

members, leadership, and other affected parties. 
ω Ensure that team member records are updated to reflect the added experience, including incident 

name, position filled, type of incident, and any special information.  

Performance  Evaluation  
Prior to demobilization, the TL should discuss overall Team Performance with the Agency Administrator.  
This discussion provides an opportunity to cover important aspects of team performance, such as: 

Å Accomplishment of Agency goals and objectives 
Å Effective incident management, team leadership, and professionalism 
Å Sensitivity to local concerns, resource limits, environmental, political and social concerns, and cost 
Å Recognition of changing conditions and effective use of local resources 
Å Proper emphasis on safety and initiating action? 

A blank Interagency Incident Management Team Evaluation Form is located at the end of this section. 

In addition, each Team supervisor should evaluate the performance of all Team members using ICS Form 
226 τ Individual Performance Rating.  Each team member and their supervisor will sign the rating form at 
the conclusion of the rating discussion.  A separate form is completed for each IMT position held.  Section 
Chiefs should review all appraisals for team members in their section. The TL/ATL will review and 
countersign all ratings where the overall rating is outstanding or unsatisfactory.  Each team member should 
be given a copy of their appraisal at the end of their assignment.   
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Completed evaluation forms are forwarded to the Committee Chair. 

Return to Readiness  
To ensure the team is ready for future assignments, the TL/ATL will oversee the following readiness 
operations: 

ω Ensures the inventory and return of the IMT Equipment Cache and the resupply of expendable items 
on site, when possible.  

ω Documents, in writing, lost or missing items before demobilization.  Shortages not replaced at the 
incident should be identified in writing and requests made for replacement. 

ω Record use of consumable/disposable supplies and request replacement from the Agency 
Representative. 

ω Report any site hazards to local officials.  In general, site clean up should leave the place in as least 
as good condition as it was found. 

Release and Return to Home Unit  
¢ƘŜ Ŧƛƴŀƭ ƛǘŜƳ ƻƴ ǘƘŜ ¢[Ωǎ ŎƘŜŎƪƭƛǎǘ ǇǊƛor to departure from an incident is the Release and Return to Home 
form.  This document returns the authority and responsibility for the management of the incident to the 
ƭƻŎŀƭ ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ !ƎŜƴŎȅ !ŘƳƛƴƛǎǘǊŀǘƻǊΦ  .ȅ ǎƛƎƴƛƴƎ ǘƘƛǎ ŦƻǊƳΣ ǘƘŜ ¢ŜŀƳ [ŜŀŘŜǊ ŀƴŘ the Agency 
Administrator agree that the Team: 

Å Has accomplished the stated mission and objectives and is approved for release 
Å Has documented all consumable/disposable supplies used, and if  the local jurisdiction will 

reimburse the Team for their replacement 
Å Will forward a copy of the final After-Action Report to the Agency Administrator 

A blank Release and Return to Home Unit Form is located at the end of this section. 

After -Action Process 
Just as the demobilization process begins with the activation, so does the after-action process. With 
approval from the TL/ATL during the mission, the Planning Section Chief should constantly reinforce the 
need for IMT personnel to document any issues or items that may be included or reviewed in the after-
action process. This will be accomplished using the IMT After-Action Debriefing form, in order to identify 
operational issues, lessons learned, and initiate a corrective action plan to be submitted to the Steering 
Committee. 

The debriefing may be conducted in a two-stage process with the first phase beginning prior to the release 
of the IMT from the incident, preferably prior to transport home. If required, the second phase is the more 
detailed debriefing that occurs after the IMT personnel have time to rehabilitate themselves after returning 
from their assignment. 

Phase One ɂ After -Action Debriefing  
At the earliest convenient opportunity, the IMT Planning Section Chief should announce that a debriefing 
will be conducted, identify a facilitator, and establish meeting objectives and ground rules for the debriefing 
session.  The debriefing is intended to provide IMT members an opportunity to express their concerns and 
identify action items.  The debriefing is normally done by function, starting with the planning function and 
concluding with the TL/ATL.  This will introduce issues that need to be discussed while the focus is still on 
the mission and issues are still fresh in the minds of the team members.  Issues that surface will be 
documented and serve as the basis for the IMT After-Action Report.  The After-Action Debriefing should 
follow the Sustain-Improve-Quick Fix-Responsible Party format. 
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Phase Two ɂ After -Action Review  
The TL will evaluate the need for a Formal After-Action Meeting and determine the appropriate level of 
participation based on the incident scope and complexity.  If needed, this meeting should be scheduled as 
soon as possible following demobilization from the incident.  The input from the Phase One ς After-Action 
Debriefing will provide the basis for the agenda for the After-Action Review Meeting.  The output from this 
review will be used to prepare the IMT After-Action Report to be submitted to the Steering Committee.  The 
After-Action Review should follow the Sustain-Improve-Quick Fix-Responsible Party format, and should 
address at a minimum, the following topics: 

ω Safety concerns related to all aspects of the mission. 
ω Management and coordination issues such as cooperation, effectiveness, and integration of 

resources into the local jurisdiction's system. 
ω The information flow between functional elements, resources, the local Incident Command System, 

and the IMT. 
ω Communications issues including frequency planning, effectiveness of the radio coverage, and 

communication equipment, etc. 
ω Effectiveness of planning activities for operations. This should extend to operational briefings and 

debriefings. This would include both general and technical information. The effectiveness of shift 
scheduling, rotations, and shift change should also be assessed. 

ω Logistical issues including the physical layout and management of the IMT BoO as well as work site 
management and control. 

ω Medical issues, including the care and treatment of on scene personnel, victim treatment including 
hand-off problems and tracking, and the management of controlled drugs, medicines, and supplies. 

ω Supply logistics, including the effectiveness of resupply requests, coordination and sharing of 
equipment, effectiveness of property accountability and resource tracking, adequacy of support 
facilities including sanitation, feeding, sleeping arrangements, and transportation issues. 

ω Interpersonal skills and overall performance of IMT supervisors and personnel. 

After -Action Report  
The TL will ensure an IMT After-Action Report is produced to include a documentation of activities, lessons 
learned, problems encountered, positive aspects and recommendations for corrective actions. The TL shall 
present the After-Action Report to the Steering Committee within 30 days.  The final After-Action Report 
should follow the Sustain-Improve-Quick Fix-Responsible Party format, and should include: 

ω An executive summary 
ω An introduction describing the overview of the mission, including mission assignments 
ω A chronology of events including alert, activation, mobilization, on-site operations, and post- mission 

activities 
ω An evaluation of the effectiveness of the IMT organization, call-out procedures, operating 

procedures, operational checklists, position descriptions, and prior IMT training 
ω Evaluation of the mission operations, alert/activation procedures, logistical movement and resupply 

activities, on-site coordination with local, and other task forces, and effective integration into the 
local incident management structure; and Ӟrecommendations for changes within the IMT Response 
System to enhance future activities. 
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MEMORANDUM OF UNDERSTANDING 

 

The purpose of this Memorandum of Understanding is to outline the mission and objectives for the San Jac 
IMT resources assigned to the: 

_____________________ incident located at ___________________________________(use exact address). 

SAN JAC IMT MISSION 

Provide functional expertise to local governments in the acquisition and utilization of resources through 
Planning and Logistics advice, incident command assistance, management and coordination of resources, 
and logistical support.  

OBJECTIVES 

1. Provide Command and Control support appropriate for the current or escalated situation. 
2. Provide Operational support appropriate for the current or escalated situation. 
3. Provide Planning support appropriate for the current or escalated situation. 
4. Provide Logistical support appropriate for the current or escalated situation. 
5. Provide Finance/Administrative support appropriate for the current or escalated situation. 
6. Follow established protocols and practices concerning the incident as defined in Attachment A. 
7. In coordination with local officials, develop written Incident Action Plans (IAP) for each operational 

period.  The IAPs will support the objectives in the IAP from the local jurisdiction and contain the 
strategic objectives for the available resources to be accomplished during each operational period. 

8. Provide copies of IAPs and Situation Reports to responsible local official(s). 
9. Coordinate all media relations with the ǘŜŀƳΩǎ Public Information Officer (PIO) and the responsible 

local official(s). 
10. In coordination with the local Incident Commander, integrate local resources and personnel into the 

effort in a safe manner. 
11. Operational briefings will be held at ___________(hour) and ________________________(location) 

and attended by the people listed in Attachment B. 
 

10. Planning meetings will be held at ___________(hour) and ________________________(location) 
and attended by the people listed in Attachment C. 

11. This agreement may be updated or changed by mutual consent and approval of the signatories. 

Throughout this mission, the  

_________________________________________(responsible local jurisdiction) shall retain command and 
control of the incident. The IMT resources assigned to the incident will be managed by the IMT TL who will 
coordinate all operations with: 

____________________________________________________(name/title of the responsible local official) . 
The duration of the mission will be determined by the responsible local/State official in conjunction with the 
IMT TL. 

 

______________________________  ___________________________ _______________ 

(Local Official)  (IMT Leader) date 
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RELEASE AND RETURN TO HOME UNIT 

 

The signing of this document returns the authority and responsibility for the management of the 

_______________________________________________________ Incident to the Agency Administrator 
having protection responsibility for the area the in which the Incident is located. 

 

It is mutually agreed by the local incident jurisdiction and the IMT TL that: 

1. The San Jac IMT resources assigned to the ____________________ incident have accomplished the 
stated mission and objectives and have been approved for release effective this date. 
 

2. The San Jac IMT has documented the List of Consumable/Disposable Supplies and the local 
jurisdiction will/will not reimburse the Team for their replacement. 
 

3. The San Jac IMT will forward a copy of the final After-Action Report for this incident, when 
complete, to:    
 
 _____________________________________________(name/title of the responsible local official) . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

_______________________________  ___________________________ _______________ 

(Local Official)  (IMT Leader) date 
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INTERAGENCY INCIDENT MANAGEMENT TEAM EVALUATION 

 

Team IC: 

Incident: Incident #  

1 Did the Team accomplish the goals provided by the Agency Administrator Briefing 
and the Delegation of Authority? 

Yes  No  

Comments: 

 

 

 

 

 

2 Was the Team effective in their management of the incident? Yes  No  

Comments: 

 

 

 

 

 

3 Was the Team sensitive to the resource limits and environmental concerns? Yes  No  

Comments: 

 

 

 

 

 

4 Was the Team sensitive to political and social concerns? Yes  No  

Comments: 

 

 

 

 

 

5 Was the Team professional in the manner in which they augmented the local 
Incident Command organization? 

Yes  No  

Comments: 
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Team IC: 

Incident: Incident #  

6 Was the Team professional in the manner in which they assumed management of 
the incident, managed the total incident, and returned the incident to the host 
jurisdiction? 

Yes  No  

Comments: 

 

 

 

 

 

7 Did the Team anticipate and respond to changing conditions in a timely and 
effective manner? 

Yes  No  

Comments: 

 

 

 

 

 

8 Did the Team place the proper emphasis on safety? Yes  No  

Comments: 

 

 

 

 

 

9 Did the Team activate and manage the demobilization in a timely, cost effective 
manner? 

Yes  No  

Comments: 

 

 

 

 

 

10 Did the Team attempt to use local resources and trainees and the closest available 
forces to the extent possible? 

Yes  No  

Comments: 
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Team IC: 

Incident: Incident #  

11 Was the IC an effective manager of the Team and its activities? Yes  No  

Comments: 

 

 

 

 

 

12 Was the IC obviously in charge of the Team and the incident? Was the IC 
performing a leadership role? 

Yes  No  

Comments: 

 

 

 

 

 

13 Was the IC assertive in assuming responsibility for the incident and initiating 
action? 

Yes  No  

Comments: 

 

 

 

 

 

14 Did the IC express a sincere concern and empathy for the hosting jurisdiction and 
local conditions? 

Yes  No  

Comments: 

 

 

 

 

 

15 Other Comments? Yes  No  

 

 

 

 

 

 

_______________________________  ___________________________ _______________ 

(Local Official)  (IMT Leader) date  
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Equipment  

Team equipment  
Reserved 

Personal issue equipment  
Reserved 

Ȱ'/ +ÉÔȱ 
9ŀŎƘ ƳŜƳōŜǊ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ǇǊŜǇŀǊŜ ŀ άDh Yƛǘέ ǘƘŀǘ Ŏƻƴǘŀƛƴǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƛǘŜƳǎΦ  The Kit should be pre-
assembled, except for perishable items, for immediate deployment.  Additional recommendations for each 
IMT positioƴ άDh Yƛǘέ Ƴay be found in each Position Task Book.  

 Laptop computer 1 ea 

 Cell phone or PDA/Smartphone 1 ea 

 Flashlight w/ charger or extra battery set 1 ea 

 Leatherman/Utility tool 1 ea 

 San Jac IMT Identification/certification card 1 ea ** 

 BDU trousers, dark navy, 65/35 Ripstop 3 pr 

 T-shirt, navy, San Jac IMT 2 ea ** 

 Polo-style shirt, navy, San Jac IMT 3 ea ** 

 Boots, utility, black 1 pr 

 Underclothing /  socks 5 sets 

 Baseball cap, San Jac IMT 1 ea ** 

 IMT vest, position-specific 1 ea ** 

 Safety PPE 
o Hard hat 1 ea 
o Safety glasses 1 pr 
o Work gloves. Leather/mechanic 1 pr 
o Rain gear 1 set 
o Warm weather jacket, season-appropriate 1 ea 

 Sleeping bag and travel pillow 1 ea 

 Off-duty clothing optional 

 Shoes, all-purpose, athletic/hiking 1 pr 

 Shoes, shower 1 pr 

 Sunglasses, sunscreen, lip balm, hand sanitizer 1 ea 

 Toiletry items 1 set 

 Medications, prescription and over-the-counter PRN 

 Glasses, prescription/reading PRN 

 Insect repellent PRN 

 /ŀǎƘ κ ¢ǊŀǾŜƭŜǊΩǎ /ƘŜŎƪǎ PRN 

 
**  Furnished by San Jac IMT 


