DRAFT  1/12/03

I. APPENDICES

A.  Organization Chart and Personnel Descriptions
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"________"  MOBILIZATION CENTER ORGANIZATION

LEVEL 1 OPERATIONS

Host Coordination Center

Coordinator

SOF2

HRSP

(As needed)

Information Officer

(As needed)

Union Rep.

(As needed)

SCKN

EDSD

(Others as needed)

SECM

(and/or SEC1/2)

BCMG

(As needed)

MEDL/EMT

(AS needed)

Camp Crew

(As needed)

FACL

RCDM

(As needed)

SPUL

EQPI

(As needed)

EQPM

Drivers

(2 Minimum)

GSUL

THSP

(Manifests)

(Min.of 2)

RAMP

(Others as needed)

FWBM

Purchase Agents

PROC

PTRC

EQTR

Admin. Unit Leader

Mobilization Center

Manager

SACC Coordinator

Southen Area

MAC Group



1. THSP -- MOBILIZATION CENTER COORDINATOR

Experience:

1. Satisfactory performance as a single resource crewmember, Status/Check-Recorder, or Dispatch Recorder.

2.  Knowledge of Mobilization procedures and Fire Business Management Practices

A. Training:  Recommended
1.  Basic Incident Command System (I-200)

            2.  Staging Area Manager (I-236)

3. Dispatch Recorder (D-110)

4. Facilities Unit Leader

5. Ground Support Unit Leader 

Duties:

A. Obtain briefing from “_________” Coordinator and determine staffing needs based upon level of operation. 

B. Proceed to Mobilization Center at ___________.

C. Establish Mobilization Center layout if not previously done

D. Determine any support needs (i.e. equipment, feeding, sanitation, time, tooling, showers, laundry, entertainment, security).

E. Establish check-in function as appropriate.  Provide for time recorder.

F. Post areas for identification and traffic control.

G. Request maintenance service for equipment as appropriate.

H. Request additional Mobilization Center support through  _____ Coordination Center.

I. Obtain and issue receipts for radio equipment and other supplies distributed and received.

J. Report resource status changes.

K. Maintain Mobilization Center in orderly condition.

L. Demobilize the Mobilization Center in accordance with incident demobilization plan.

M. Maintain Unit Log (ICS 214) and other forms required.

In addition, the Mobilization Center Coordinator will:

N. Work directly under the supervision of ________ Coordination Manager or designee.

O. Be responsible for the safety, care and well being of all personnel assigned to the Mobilization Center.

P. Organize and anticipate need for, and assignment of, work to functional assistants

Q. Check with _______ Coordination Center for any project work available for long-term staging.

R. Participate in Regional and Local conference calls.

S. Provide Daily crew status reports to ___________ Coordination Center.

T. Provide close out package at end of mobilization period to ________ Coordination Center Manager.

GROUND SUPPORT UNIT LEADER

The Ground Support Unit Leader is primarily responsible for (1) support of the services resources, (2) transport of personnel, supplies, food, and equipment, (3) fuelling, service, maintenance, and repair of vehicles and other ground support equipment, and (4) implementing traffic plan for the Mobilization/Staging Area.  In this instance, the Mobilization Center Coordinator supervises the Ground Support Unit Leader

Duties:

A. Obtain briefing from Mobilization Center Coordinator

B. Participate in Mobilization/Staging Area planning activates

C. Develop and implement Traffic Plan in conjunction with Mobilization Center Coordinator

D. Support out of service resources

E. Notify Mobilization Center Coordinator of all status changes on support and transportation vehicles

F. Arrange fro and activate fueling, maintenance, and repair of ground resources

G. Maintain inventory of support and transportation vehicles (ICS Form 218)

H. Provide transportation services

I. Collect use information on rented vehicles

J. Requisition maintenance and repair supplies

K. Maintain incident roads

L. Submit reports to Support Dispatcher, and ______ Coordination Center Manager as directed by Mobilization Center Coordinator

M. Maintain Unit Log (ICS Form 214)

2. EQUIPMENT MANAGER

The Equipment Manager works for the Mobilization Center Coordinator and provides for service, repair and fuels for all apparatus and equipment, provides transportation and support vehicle services, and maintains records of equipment use and service provided

Duties:

A. Obtains briefing from the Mobilization Center Coordinator

B. Obtains Mobilization/Staging Area Plan to determine location for assigned resources, fueling, and service requirements for all resources.

C. Obtain necessary equipment and supplies.

D. Provide maintenance and fueling according to schedule

E. Prepares schedules to maximize use of available transportation

F. Inspect equipment condition and ensure coverage by current equipment rental agreement

G. Maintain Support Vehicle Inventory (ICS Form 218)

H. Maintain equipment rental records

I. Check all service repair areas to ensure that all appropriate safety measures are being taken

J. Supervise demobilization of equipment in accordance with Demobilization Plan.

3. PROCUREMENT UNIT LEADER

The Procurement Unit Leader will be responsible for procurement related to the Mobilization Center.  Procurements will follow established Interagency Incident Business Management practices.  He/she will also be responsible for administrating all financial matters pertaining to vendor contracts.  Unit Leader is also responsible for maintaining all equipment time records pertaining to the Mobilization Center.  In this instance the Procurement Unit Leader is supervised by the Mobilization Center Coordinator.

Duties:

A. Obtain briefing from  ____________ Coordination Center Manager or designated Mobilization Center Coordinator.

B. Contact appropriate Unit Leaders on Mob/Staging needs and any special procedures.

C. Coordinate with local jurisdiction on plans and supply sources.

D. Coordinate with Facilities Unit for procurement of meals and lodging.

E. Obtain copy of Forest Service and Supply Plan.

F. Prepare and sign contracts and building use agreements in conjunction with Forest policies.

G. Draft memorandums of understand, as needed.

H. Establish contracts with supply vendors in conjunction with forest policy as required.

I. Interpret contracts/agreements and resolve claims or disputes within delegated authority.

J. Coordinate local Forest Claims coordinator on procedures for handling claims.

K. Finalize all agreements and contracts as delegated.

L. Organize and direct equipment time recording function, if needed.

M. Complete final processing and send documents for payment.

N. Maintain Unit Log (ICS 214).

4. FACILITIES UNIT LEADER

Coordinates lodging and feeding arrangements with purchasing agents. Security personnel, BCMG, medical personnel, and camp crews may also be required and should be ordered as needed.  In Level 2 operations, this function may be filled by a single purchasing agent.

Duties:

Need to make a list here.
5. SAFETY OFFICER

Minimum of one SOF2 for Level 1 operations, SOF3 for Level 2.  Responsible for providing crew/personnel briefings and ensuring safe mobilization center operations.

Duties:

A. Ensures that all firefighters receive a safety briefing.

B. Ensures that all firefighters are qualified for their position.

C. Ensure that all firefighters have required PPE.

D. Others????
6. FIXED WING BASE MANAGER /  RAMP MANAGER

Fixed-Wing Base Managers and/or Ramp Managers are required at each airport used as an operating base and aregenerally responsible for all ground service operations at the assigned base.  In this instance, the Mobilization Center Coordinator will supervise the Fixed-Wing Base manager.

Duties:

A. Obtain the following in formation on each aircraft assigned (incoming or outgoing) to the operating base.

1. Type of aircraft

2. Owner, pilot and tail number of aircraft

3. Estimated/Actual time of arrival or departure

4. Any limitation on normal use

B. Secure a priory list of air mission and schedule flights from assigned operating base.

C. Coordinate all flights with the Mobilization Center Coordinator.  Secure clearance prior to take off and landing of each aircraft

D. Assign a Ramp Manager when needed

E. Secure and provide all necessary ground facilities, supplies, and services required at the operating base.

F. Regulate movement of assigned aircraft, motor vehicles, and personnel on the airfield.

G. Maintain necessary time records on aircraft, motor vehicles, equipment, and personnel assigned to the operating base.

H. Serves as a liaison with airport management and Fixed Base Operators (FBO).

I. Receives overhead, crews, and supplies arriving by air at the airfield and verify arrangements for transportation to assigned destinations.

J. Be thoroughly familiar with and enforce all safety requirements of the operations.

K. Insure all FAA regulations concerning baggage inspection and necessary paper work is completed. 

L. Direct incoming crews to proper waiting area and inform Crew Bosses to check in with Mobilization Center Coordinator.

FIRE INFORMATION OFFICER

Responsible for the formulation and release of information about the incident to the news media and other appropriate agencies and organizations.  In this instance, the Mobilization Center Coordinator directly supervises the Information Officer.

Duties:

A. Obtain a briefing from the Mobilization Center Coordinator

B. Contact the jurisdictional agency to coordinate public information activities

C. Establish information center and post local and National fire news, NICC report, weather reports, sporting events and other items of interest to crews whenever possible.

D. Arrange for necessary work space, materials, telephone, and staffing

E. Prepare initial information summary as soon as possible after arrival

F. Release information to news media and post information in Staging Area and other appropriate locations.

G. Attend meetings to update information releases

H. Provide escort service to the meds and VIP’s

I. Respond to special requests for information

J. Keep informed of the Mobilization Center/Staging Area and control progress thru planning meetings

K. Keep Mobilization Center Coordinator informed of any potential adverse reaction from the general public, news media, or other sources.

L. Coordinate all activities close by with cooperating agencies, including the issuance of joint news releases.

M. Maintain Unit Log (ICS Form 214)

7. TIME UNIT LEADER

The Time Unit Leader is responsible for personnel time recording and managing commissary purchases.  In this instance, the Time Unit Leader is supervised by the Mob Unit Leader.

DUTIES:

A. Obtain briefing from Mob Unit Leader

B. Determine Mobilization) Staging Area requirements for Time Recording function

C. Establish contact with appropriate agency personnel/representatives

D. Organize and establish Time Unit

E. Establish Time Unit objectives, make assignment, and evaluate performance.

F. Establish procedures for acquiring commissary items

G. Provide for records security

H. Ensure that all records are current or complete prior to demobilization

I. Brief Mob Unit Leader on current problems and recommendations, and outstanding issues and follow-up requirements

J. Maintain Unit Log (ICS Form 214)

8. PERSONNEL TIME RECORDER

Duties:

A. Establish and maintain a file for employee time reports within the first operational period.

B. Initiate, gather, or update a time report from all applicable personnel assigned to the Mobilization Center for each operational period.

C. Ensure that all employee identification information is verified to be correct on the time report.

D. Post personnel travel and work hours, transfers, promotions, specific pay provisions and terminations to personnel time documents.

E. Post all commissary issues to personnel time documents.

F. Ensure that time reports are signed; I-9, W-4 and AD Hire forms are completed.

G. Close out time documents prior to personnel leaving the incident.

9. EQUIPMENT TIME RECORDER

Duties:

A. Establish and maintain a file for equipment time reports within the first operational period.

B. Initiate, gather, or update a time report from all applicable equipment assigned to the Mobilization Center for each operational period.

C. Ensure that all equipment identification information is verified to be correct on the time report.

D. Post equipment travel and work hours, transfers, specific pay provisions and terminations to equipment time documents.

E. Close out time documents prior to equipment leaving the incident

10. DISPATCHER

Duties:

A. Receives resource orders for support of the Mobilization Center. Forwards them as appropriate to Dispatch, other Mobilization Center units, or the procurement unit.

B. Processes resource orders for all resources staged at the Mobilization Center.

C. What else???
 Directions and Maps

Written Directions to the AVL Mobilization Center

1301 Fanning Bridge Road

Fletcher, NC  28732

(WNC Agricultural Center/Fairgrounds

Across from Asheville Regional Airport)

From the North (Asheville):


From Asheville, take I-240 West to I-26 East toward Hendersonville


Stay on I-26 and get off at Exit 9 (Airport/WNC Ag Center exit)


At the end of the ramp turn right.  


Go to the second stop light at south end of airport and turn left.


Go to WNC Ag Center Gate #1 and turn right.


Check-in is located in small block building to the left as you pull through the gate.

From the East or West on I-40: 


Take Exit 46A off I-40 for I-26 East toward Hendersonville


Stay on I-26 and get off at Exit 9 (Airport/WNC Ag Center exit)


At the end of the ramp turn right.  


Go to the second stop light at south end of airport and turn left.


Go to WNC Ag Center Gate #1 and turn right.


Check-in is located in small block building to the left as you pull through the gate. 

From the South on I-26:


Get off at Exit 9 (Airport/WNC Ag Center exit)


At the end of the ramp turn left.

  
Go to the third stop light at south end of airport and turn left.


Go to WNC Ag Center Gate #1 and turn right.


Check-in is located in small block building to the left as you pull through the gate. 
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"________"  MOBILIZATION CENTER ORGANIZATION

LEVEL 2 OPERATIONS

Host Center Coordinator

SOF2/3

Information Officer

(As needed)

SCKN

EDSD

(Others as needed)

Security

(SECM or SEC1/2)

(As needed)

FACL

THSPs

(As needed)

SPUL

Drivers

(2 Minimum)

EQPM

THSP

(Manifests)

(Min. of 2)

RAMP

(Others as needed)

Purchase Agent

PTRC

EQTR

Mobilization Center

Manager


Mob Center Crew Shelter - 1

Mob Center Incident Command Post / Check-in - 2

Ground Support – 3

Supply Cache / Bulletin/Message Board – 4

Staging Area Boundary – Yellow line
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Contact Information

11. Mob Center and Airport Contacts

	Location
	Address
	Contact(s)
	Phone #(s)
	Fax

	WNC Ag Center
	1301 Fanning Bridge Rd

Asheville, NC 27832
	John Doe
	
	555-551-4321

	Piedmont Aviation
	123 Airstrip Lane

Asheville, NC 27832
	Jim Smythe
	
	555-555-1243

	Asheville Regional Airport
	321 Airport Rd.

Asheville, NC 27832
	Jane Jones
	
	555-555-1234


12. Dispatch and Mob Center Staff

	Name
	Work
	Home
	Cell
	Pager
	Fax

	SACC
	770-458-2464
	
	
	
	770-458-6308

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


13. Cooperators

	Name
	Work
	Home
	Cell
	Pager
	Fax

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


14. Bus Companies

	Name
	Address
	Contact(s)
	Phone #(s)
	Fax

	
	
	
	
	

	
	
	
	
	


15. Hotels/Motels

	Name
	Address
	Contact(s)
	Phone #(s)
	Fax

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


16. Restaurants

	Name
	Address
	Phone #
	Meals Served
	Other

	Shoney’s
	123 Main Street
	555-555-5555
	B, L, D
	Large Banquet Room

	Mo’s Deli
	165 South Ave.
	555-555-1123
	L
	Take-out only

	Pizza Hut
	747 Airport way
	606-555-7474
	L, D
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


17. Hospitals, Clinic’s, Dentists, etc.

(See Medical Plan)
18. Miscellaneous

	Service
	Name
	Address
	Phone #(s)
	Fax

	Bus Repair
	ShadeTree Automotive
	
	
	

	Portable Toilets
	John’s Johns
	
	
	

	
	Mo John’s
	
	
	

	Scale Calibrations
	Carlton Scale
	
	
	

	Van Rentals
	Hertz
	
	
	

	
	
	
	
	

	
	
	
	
	


B. Airport and Ramp Information

Asheville Regional Airport Information Sheet

AIRPORT LOCATION
 Latitude: N35° 26.17'
 Longitude: W82° 32.5'
 Elevation: 2,165 feet MSL
 Sectional Chart: Atlanta; L20
RADIO FREQUENCIES
 Tower: 121.1
 Ground: 121.9
 ATIS: 120.2
 UNICOM 122.95
WEATHER
 ASOS: 828-681-0131
 FSS Raleigh: 122.1
 NWS Greenville, SC
 864-848-3859
FAA CONTROL TOWER
 Hours of operation: 6:30 AM-11:00 PM (EST)
 708 Airport Road
 Fletcher, NC 28732
 828-684-0421
FIXED BASE OPERATOR
 Asheville Jet Center
 P.O. Box 1209
 Fletcher, NC 28732
 828-684-6832
 828-684-0135 (Fax)
 UNICOM 122.95

DEPARTMENT OF PUBLIC SAFETY (DPS) – 684-4577
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	 Asheville Jet Center
Asheville Regional Airport
Asheville, North Carolina

	 Asheville Jet Center
Asheville Regional Airport
Post Office Box 1209
Fletcher, North Carolina 28732
(828) 684-6832
Fax (828) 687-0135
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	 Telephone:
(828) 684-6832
Fax (828) 687-0135
 Approach/
Departure
124.65/125.8
 Ground Control
121.90
 ATIS
120.20
 Tower
121.10
 Hours of Operations
24 hours
Fuel Brand

Phillips 66
Credit Cards Accepted:
Visa/Mastercard, American Express, Discover, AvCard, Multiservice, Government, Phillips 66
 UNICOM
122.95
 AIRINC
129.82
 
 
 



To insure safe and efficient handling of charter aircraft contracted to pickup or deliver crews to Asheville Regional Airport, the following equipment specifications are provided:

On-site Air Stairs – Maximum height:  9 feet  (owned by US Air)

Aircraft with self-contained Air Stairs are preferred (i.e. Sierra Pacific 737-200)

Max Aircraft size under current equipment limitations: Boeing 737-800 

Service Ramps – asphalt surface

Service Ramp Hotel Taxiway:  49 feet in width 

Commercial Ramps – concrete surface – no taxiway limitations

Jet Way Loading Bridges:  available ONLY IF not being used by commercial aircraft

Contract aircraft would need to provide their own tow bar

If any aircraft are contracted that cannot operate within these limitations, the contractor should contact the FBO well in advance to insure proper accommodations can be made.

FIXED BASE OPERATOR
 Asheville Jet Center
 P.O. Box 1209
 Fletcher, NC 28732
 828-684-6832
 828-684-0135 (Fax)
 UNICOM 122.95
C. Medical Plan

	
	1. Incident Name
	2. Date Prepared
	3. Time Prepared
	4. Operational Period

	MEDICAL PLAN
	
	
	
	

	5. Incident Medical Aid Station

	
	
	Paramedics

	Medical Aid Stations
	Location
	Yes
	No

	
	
	
	  

	
	
	
	  

	
	
	
	  

	
	
	
	  

	
	
	
	  

	6. Transportation

	A.  Ambulance Services

	
	
	
	Paramedics

	Name
	Address
	Phone
	Yes
	No

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	B.  Incident Ambulances

	
	
	Paramedics

	Name
	Location
	Yes
	No

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	7. Hospitals

	
	
	Travel Time
	
	Helipad
	Burn Center

	Name
	Address
	Air
	Grnd
	Phone
	Yes
	No
	Yes
	No

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	8. Medical Emergency Procedures

	  

	9. Prepared by (Medical Unit Leader)
	10. Reviewed by (Safety Officer)

	
	

	ICS 206
	


D. Crew Boss Briefing Package

Should include

· Contact list w/ after-hours phone numbers for emergencies

· Misc. Mob Center info (page 12)

· Rules of Conduct (page 13)

· Local info on fuel types, fire behavior, tactics, etc.

· Radio frequencies, use, etc.

· Maps (site map, road maps, etc as appropriate)

· Meal and lodging info

Bus Driver Briefing Package

BUS DRIVER’S BREIFING PACKAGE 

“________” Mobilization Center


[image: image7.wmf]
BUS DRIVER RESPONSIBILITIES

1. Remember you need an E number.  This is your assignment number for the fire you are hired for.  For each fire you will receive a new E number.

2. Always check in with Ground Support and Equipment Time daily.

3. Check bus for proper equipment operation, including:

· Tires

· Windows and mirrors are clean

· All lights are operable

· Fuel level

4. Drivers are responsible for fueling their buses. Fuel can be obtained at (local service stations). Be sure you have put a fire number on all fuel receipts.  In fire camp fuel will be deducted from your invoice if fuel is to be supplied by contractor.

5. Please be aware of your assigned crew’s location.  Crews in staging are on (15 minute) call-up, during designated on duty hours, so please remain available to your assigned crew.

6. When assigned to an incident, your bus will have to pass inspection in order to be used on that incident.  Keep your copy of the inspection form. 

7. Find out from Ground Support or Dispatch projected assignments for the day.

8. Make sure you have your personal gear on board, including food and water.

9. When assigned to an incident, find out the best route of travel from Ground Support.  Ask for a map, specific directions and a person to contact.

10. Ask for phone numbers of people dispatching you in case there is a problem with your vehicle/bus.

11. Make sure crew tools and fire packs are loaded and properly secured.

12. When you return from an incident, clean out the bus/vehicle including pickup of garbage.  Clean mirrors and windows.

13. You must have a final/demob inspection of your bus prior to release from the incident or, if no damage to vehicle, sign off the original inspection form.

14. Shift tickets and personnel time will be made out depending upon your contract.  In most instances an equipment manager in Ground Support will fill out your time.  Tickets and time will be made out daily.

15. Personal purchases should be made while going or coming from showering or eating.

16. A telephone is __________________________.  Please use this telephone in lieu of others at the center.

TIMEKEEPING

You and your bus may be staged for a short while or a long while. Many variables will enter into the decision to mobilize your bus. The government managers will do the best job possible with the resources at their disposal to assist the incident.  Please do not interfere with their mission.

In most contracts your personnel time will be kept by you on a crew time report (SF 261).  The Equipment Manager can assist you and will also assist you with the Emergency Equipment Shift Ticket (Form 297).  The bus shift ticket and your crew time should be posted daily if possible by an equipment timekeeper.

Please have time slip completed before sitting down with timekeepers.

Daily beginning mileage is important as is ending mileage.  Remember that the day changes at midnight and is charted a 00:01 after 24:00.

(Attach examples of completed CTR and Equipment Shift Ticket)

Off-Shift Time

1. At the Incident Commander's discretion, employees may be released during off shift periods from the incident base or camp.

2. At the Incident Commander's discretion, employees may be restricted to an incident base and all other camps (close the camp) during off shift periods.

3. Time spent restricted to the camp where employees can rest, eat, or, to a limited degree, pursue activities of a personal nature is NOT compensable, except as needed to complete the guaranteed base hours.  

4. Time spent in ordered standby would be compensable.

(Same policy applies to rest and recuperation facilities.)

FIRE SUPPRESSION WORK AND REST GUIDELINES

When dispatched or assigned to emergency situations, the following driver restrictions apply to the first day:

1. Employees assigned full-time driving responsibilities will not exceed a shift of 12 hours of which no more than 8 hours may be actual driving time.  All work shifts must be followed by a minimum of 12 consecutive hours in non-duty status.

2. Employees assigned part-time or incidental driving responsibilities will not exceed a shift length of 15 hours of which no more than 8 hours may be actual driving time.  All work shifts must be followed by a minimum of 8 consecutive hours in non-duty status.

Driving associated with an emergency situation after the initial 24 hour period will be in compliance with Forest Service Safety Code Handbook, FSH 6709.11 which limits shifts to 12 hours of which no more than 8 hours will be actual driving time.

Mobilization Center Information

1. The following locations are "OFF LIMITS" to staged personnel: 

· example – airplane hangars

· example – airport bar

2. The “_______” Mobilization Center Office will normally be established in ___________.  Access is limited to Crew Supervisors, Crew Representatives and Agency Liaisons, miscellaneous overhead, and drivers.

3. Duty Hours

· All personnel on ordered standby at the “_______” Mobilization Center will be on the following duty hours:  

· (0900-1930) with a 30 minute lunch break.

· These hours are subject to change upon notification due to incident assignments.

· While on ordered standby ALL personnel must be fire-ready within 15 minutes of notice. 

· Refer to Sections 12.3 to 12.5 of Interagency Fire Business Management Handbook for regulations concerning “Ordered Standby”, “Off-Shift Time”, etc.

4. Miscellaneous overhead and crew bosses and/or crew reps in staging should be available by cell phone, pager, or radio on channel (# 6 frequency 169.875. with a transmit tone of 103.5).

5. Basketball, volleyball, and horseshoes are available to crews at ________.

6. For safety reasons, all personnel are to stay away from (crossing I-40).
7. The “_______” Mobilization Center staff or the “____” Dispatch office will arrange meals. Schedules will be posted at ____________.

8. Laundry facilities are available at ____________________.   Please make arrangements with the Staging Area Manager before you leave to do your laundry.

Rules of Conduct 

The following list of rules is necessary to insure this incident is managed in the safest most efficient, and effective manner possible.  Adherence to these rules is a requirement and helps provide the best possible work and living environment for personnel involved.  Violation of any of these rules may result in the immediate removal of the individual or entire crew from the incident, and the circumstances will be reported to their home unit, which may include disciplinary action.  All employees, have the responsibility to see these rules are followed, either by direct personal action or by reporting to higher authority. These rules apply while employees are in any kind of duty or travel status, on the government premises, and assigned to the incident.

1. You must follow your supervisor's directions at all times unless they are clearly illegal, immoral, or constitute imminent danger to your life.

2. You are to be mentally and physically prepared to perform your assigned work.

3. You must not use or authorize the use of Government-owned or leased vehicles, equipment, material, or property for other than official purposes.  

4. Your use and/or possession or distribution of illegal drugs and/or excessive use of intoxicating beverages is strictly prohibited. Intoxicating beverages and illegal drugs are strictly enforced on government owned/controlled premises and equipment.

5. Sexual acts which are offensive to co-workers, disruptive to operations, or which violate any law are prohibited.

6. Service schedules such as showers and meals will be adhered to and joint (male/female) showering is prohibited.

7. All supervisory personnel are responsible for the conduct and performance of all personnel under their direct supervision.

8. Discrimination against, or harassment of any person on the grounds of “race, color, national origin, religion, sex, age, marital status, physical or mental handicap, or political affiliation is strictly prohibited.”

Forms

	Check in Procedures/Safety Stations Checklist

	Firefighter Name
	

	Crew Name
	

	Check off by initialing the box on the right.

Safety stations will be supervised by SOF2(s)



	Upon arrival, each firefighter will go through Status/Check-in and wait for their crew to arrive.  As each crew becomes intact, all crewmembers will go through safety stations consisting of:

	
	Concerns, experience levels and Red Card review

	
	Inspect fire shelter for recalls, tab pulls

	
	Fire ShelterVideo

	
	Practice deployment

	
	Full Inspection of firefighters PPE – conducted by CRWB

	
	8” Leather boots/lug soles

	
	Hardhat/chin strap

	
	Eye protection, day/night

	
	Nomex shirts/pants

	
	Leather gloves

	
	Earplugs

	
	Fireshelter/hard plastic case

	
	Canteens (4-1qt. Min.)

	
	Headlamp/spare batteries

	
	Individual First Aid kit for specific needs

	
	Proper outer clothing for destination

	
	Sleeping Bag

	Condition of PPE.  Remarks:



	Document readiness status at arrival and notify sending unit if problems exist.  Remarks:



	
	Refresher of standards for survival

	
	Safety Briefing

	
	Manifesting


JET CHARTER RELEASE
	DOD - BLM/USFS - SPECIAL CHARTERS


	FLIGHT #
	A/C #
	TOTAL PAX



	POINT OF DEPARTURE
	POINT OF DESTINATION



	I CERTIFY THAT NO UNAUTHORIZED WEAPONS/AMMUNITION/EXPLOSIVE DEVICES, OR OTHER PROHIBITED ITEMS ARE IN THE POSSESSION OF THOSE PERSONNEL FROM WHOM I AM THE DESIGNATED MANIFESTING REPRESENTATIVE OR GROUP LEADER, AND THAT THEIR AUTHORIZED WEAPONS HAVE BEEN CLEARED.
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"________"  MOBILIZATION CENTER ORGANIZATION

LEVEL 2 OPERATIONS

Host Center Coordinator

SOF2/3

Information Officer

(As needed)

SCKN

EDSD

(Others as needed)

Security

(SECM or SEC1/2)

(As needed)

FACL

THSPs

(As needed)

SPUL

Drivers

(2 Minimum)

EQPM

THSP

(Manifests)

(Min. of 2)

RAMP

(Others as needed)

Purchase Agent

PTRC

EQTR

Mobilization Center

Manager
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"________"  MOBILIZATION CENTER ORGANIZATION

LEVEL 1 OPERATIONS

Host Coordination Center

Coordinator

SOF2

HRSP

(As needed)

Information Officer

(As needed)

Union Rep.

(As needed)

SCKN

EDSD

(Others as needed)

SECM

(and/or SEC1/2)

BCMG

(As needed)

MEDL/EMT

(AS needed)

Camp Crew

(As needed)

FACL

RCDM

(As needed)

SPUL

EQPI

(As needed)

EQPM

Drivers

(2 Minimum)

GSUL

THSP

(Manifests)

(Min.of 2)

RAMP

(Others as needed)

FWBM

Purchase Agents

PROC

PTRC

EQTR

Admin. Unit Leader

Mobilization Center

Manager

SACC Coordinator

Southen Area

MAC Group
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