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I. INTRODUCTION

A. Purpose

The “_______”  Center Manager is responsible for the activation and operation of the “_______” Mobilization Center activities. This Mobilization Center Guide is designed to provide a coordinated, preplanned framework for the activation, support and management of all mobilization center activities.

This Guide describes three levels of mobilization with each level dependent upon the occurring incident activity. The three levels of mobilization to be activated at the

“_______”  Center are:

Level I      The temporary or short-term staging of in-transit crews.  Normally, this would involve providing support services for up to six crews for less then 48 hours. Crews would be in the “_______” area awaiting transportation to incidents in or out of the “_______”.

Level 2      Staging for up to eight crews. Normally, staging activities will be requested by the “_______” Coordination Center or by an Expanded Dispatch organization. The “_______”  Center mobilization area can adequately accommodate this number of crews on site at the  Center contingent on other activities which may be occurring.

Level 3      Staging for from nine to eighteen crews for an extended period of time.  Staging activities would support the mobilization and demobilization of crews ordered for an incident in the “_______” or for crews being positioned for immediate mobilization due to critical fire danger or anticipated multiple fire activity.

As crews are dispatched to an incident, replacement crews may be ordered into the Mobilization Center by the Geographic Area Coordinator at the

“_______” Coordination Center. It will be possible to handle up to twenty-five crews if additional facilities, such as a school and/or Fairgrounds are available.

B. Objectives

1. To provide for maximum efficiency in receiving, processing, staging and mobilizing of emergency resources.

2. To provide for minimum impact on “_______”  Center operations and the local community (“_______”) private sector.

3. To provide for safety, care and welfare of all personnel.

II. GENERAL OPERATING GUIDELINES

A. Mobilization Center Information

1. All personnel while on stand-by at the “_______” Mobilization Center will be on the following duty hours:

0900 - 1930 with a 30 minute lunch break this is considered ordered standby.
These hours are subject to change by either the Geographic Area Coordinator or local fire managers and shall be documented on the crew resource orders.  While on stand-by, ALL personnel must be fire-ready for dispatch within 15minutes of notification.

2. All “_______”  Center buildings are "OFF LIMITS" to staged personnel with the following exceptions:

a. example - break room

b. example - game areas, and

c. Mobilization Center Office

The Mobilization Center Office will normally be established in Conference Room. Access is limited to Crew Supervisors, Crew Representatives and Agency Liaisons, miscellaneous overhead, and drivers.
3. Activities away from the Mobilization Center are to be accomplished as a crew.

4. Miscellaneous overhead and crew supervisors and/or crew liaisons in staging should be available on channel #l frequency 169.875 for crews working on Sisters and Bend/Fort Rock District with a transmit tone of 103.5.
5. Basketball, volleyball, and horseshoes are available to crews at the asphalt area between the Ponderosa and Tama”_______”k dormitorys.

6. For safety reasons, all personnel are to stay off all of the smokejumper training apparatus in the grass area where crews are generally staged.

7. Meals will be arranged at local area restaurants by the Mobilization Center staff or the “_______” Dispatch office. Schedules will be posted on a "Message Board" established for the Mobilization Center.

8. When the Mobilization Center has been established at the “_______”  Center showers are available at the Cascade Swim Center which is located at 19 Street, next to the “_______” High School. Hours of the swim center are 0600 to 2100.
9. Shower facilities are available on location when the Mobilization Center is located at Obsidian Junior High School or at the Deschutes County Fairgrounds.

10. Upon arrival at the Mobilization Center, Crew Supervisors should provide any fire tool or equipment orders to the Staging Area Manager or Base Camp Manager.

11. Laundry facilities are available at Wagner Mall located on south Highway 97.

12. Fuel for rigs is the responsibility of the drivers and can be obtained at local service stations.

B. Staffing and Organization

The level of staffing for the Mobilization Center is dependent upon the level of mobilization (Level I, II, or III), the complexity of resources (out-of-region, ground versus air transport needs, etc.), and the level of initial attack and local activity occurring.

The level of staffing for the Mobilization Center will be adjusted as the mobilization activity changes. The Mobilization Center Coordinator and Staging Area Manager will determine the organizational structure.

Refer to Section IV. Specifics for the Three Levels of Mobilization for recommended staffing for each of the three levels of mobilization.

Dependent upon local activity some of the Mobilization Center positions may be filled by “_______”  Center Staff and organization.

In order to maintain continuity and resource tracking during Level III Mobilization, it is important to minimize changes of personnel in certain key positions. Key positions at this level include: the Mobilization Center Coordinator, Staging Area Manager, and the Support Dispatcher.

Refer to Appendix B for duty descriptions of positions typically needed for a variety of Mobilization Center situations.

C. Location and Layout

Level II and III Mobilization Center activities will necessitate an office location that will be established in the Smokejumper Training Room. Exhibit I displays a suggested layout for a moderate size staff to support a Level III Mobilization activity. The primary objective is to establish a staff, which can support a service-oriented atmosphere that facilitates the safe, orderly, and efficient processing of resources.

Lodging needs are determined by the number, physical condition, and length of time personnel will be staged.  It may be sufficient to have personnel obtain sleeping bags from the fire cache and sleep at the “_______”  Center (“_______”) Mobilization Area if personnel will be staged for a short period of time.  The “_______” Mobilization Center Area can provide a sleeping area in tents for up to six crews.  Shower facilities are available at the Cascade Swim Area.   

The Mobilization Center Coordinator will determine the length of time the crews will be staged coordinating with the “_______” Coordination Center.

All arrangements for motel rooms and other local facilities will be made through a

Purchasing Agent. Local facilities available for larger numbers of personnel and longer duration include Obsidian Jr. High School and the Deschutes County Fairgrounds.  Details of the facility amenities include the following:

Obsidian Jr. High (“_______” High. alt.):
(716 SW Evergreen)
Facility includes restrooms, showers, heat, electricity, daily custodial service, water (hot and cold), chilled drinking water, towels/washcloths/soap, toilet supplies, refrigeration, and use of the gym.
Accommodates: up to 20 crews.
D. Logistical Support

	Meals:
	All personnel should be fed and provided a sack lunch before being mobilized to an incident. Meals are to be provided by local vendors utilizing meal agreements.



	
	As the number of resources in the Mobilization Center, historically, has fluctuated throughout the days and weeks of staging it is recommended that a National Caterer not be utilized.



	Transportation and Parking:
	All air transportation will be coordinated by the “_______” Smokejumpers in Level I and II. In Level III a Fixed Wing Base Manager and ramp support personnel will be ordered into the Mobilization Center.  Ground transport will be coordinated by the Staging Area Manager.



	
	All crew/miscellaneous overhead vehicles left at “_______” will be parked in the parking area outside the Aircraft Ramp #l fence, between the gas house and equipment sheds (see Appendix C, Reference Maps). All government vehicle keys will be secured in the lock box mounted on the west wall in the Training Office.


Medical Services:
Any need for medical services involving more than onsite fist aid will be arranged for by the “_______”  Center Support Services Supervisor.  The “_______” District Hospital, located at 1253 N. Canal Boulevard, will be utilized fir these resources.
Appropriate paperwork will be completed by the

Staging Area Manager and “_______” Support Services Supervisor prior to authorizing medical services.

Cache Equipment:
The Staging Area Manager will assess any

personnel/crew equipment needs. All personnel departing for incidents will be equipped with necessary safety equipment with them.

If traveling by aircraft; fire tools, fusees, and gas cans will not be taken by crews.  

If a hazardous material (i.e., argon) is requested for air transport, an individual holding a current "Transportation of Hazardous Material" certificate will be ordered to package the material, usually the fire cache can accommodate this need. 

Restrooms:
Port-a-potties will be located adjacent to the Mobilization Area along with facilities for washing hands. Crew Supervisors will be briefed that other “_______” buildings are off limits.

Garbage Services:
The Staging Area Manager will establish garbage service for the Mobilization Area at “_______” through Bend Garbage Services.

Oregon has a return deposit law for all carbonated beverage containers.  Separate containers for pop cans should be provided.  Separate bins for other recyclable items (cardboard, paper, etc.) should also be available.
E.  Work and Rest Guidelines / Safety

1. Crew Time Schedule

All personnel while on standby in the “_______” Mobilization Area 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 standby ALL personnel must be fire-ready within 15 minutes of notice.

According to the Interagency Fire Business Management Handbook:

12.3 - Ordered Standby. For all regular government employees and casual employees, hours of ordered standby (on-shift time) are compensable. Ordered standby demands careful attention to ensure that compensation is paid where warranted and not paid when inappropriate. The following guidelines are provided for uniformity:

1. Compensable standby shall be limited to those times when an employee is held, by direction or orders, in a specific location, fully outfitted and ready for assignment (15 FLRA No. 91 August 9, 1984: 52 Comp. Gen. 794; and Hyde v. United States. 209 Ct. Cl. 7456, 1976).

2. Employees are not entitled to standby compensation for time spent eating when actual work is not being performed. This applies even though the employees may be required to remain at the temporary work site.

3. Time spent in a mobilization or demobilization center, or other general area where the employee can rest, eat, or, to a limited degree, pursue activities of a personal nature is not compensable as ordered standby. Such time is compensable only to the extent needed to complete the guaranteed base hours.

12.5 - 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. Such time is compensable to the extent needed to complete the guaranteed base hours. Time spent in ordered standby would be compensable (see Section 12.3).

4. Same policy applies to rest and recuperation facilities.

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

2. Fire Suppression Work and Rest Guidelines (Drivers)

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

a. 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.

b. 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.

c. Duty includes driving time, ground duty of any kind, and standby or alert status at any location.

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.

3. Fire Suppression Work and Rest Guidelines (Personnel)

The work to rest ratio and length of assignments and shifts is reviewed annually.  Refer to the most current amendment to the Fire Business Management Handbook for the most up-to-date direction.

F.
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 “_______”e, color, national origin, religion, sex, age, marital status, physical or mental handicap, or political affiliation is strictly prohibited.

III. SPECIFICS FOR THREE LEVELS OF MOBILIZATION

A. Level I

1.   Activation:

The need for establishment of a Mobilization Center at this level will normally be determined by the “_______” Dispatch Center in concert with “_______”

Coordination Center. The movement of crews to or from an incident through the “_______” Mobilization Center is initiated by a crew resource order from “_______” Coordination Center or “_______” Dispatch Center.

2. Personnel

Normally, the following personnel and services will be needed to support this level:

Dispatcher:
“_______” Dispatch will initiate all resource orders for assistance and necessary services and supplies required for the crews. All messages, orders and other communications with crews, aircraft ramp, and “_______” Coordination Center will be handled by “_______” Dispatch.

Staging Area Manager:
This position will be filled by a qualified Staging Area Manager. Duties will be to assist the Fixed Wing Base Manager and function as a liaison with “_______” Dispatch for the needs and welfare of crews and overhead within the Mobilization Center. The Staging Area Manager may initiate orders for food or water, shower facilities at the “_______” Swimming Pool, etc.

Fixed Wing Base Manager:
This position will be filled by a qualified Fixed Wing Base Manager. Normally, “_______”  Center Smokejumpers can fill this role at this Level. All aircraft involved in crew or overhead transportation will utilize Ramp # I. “_______” Dispatch will notify the Fixed Wing Base Manager of all scheduled aircraft arrivals as well as provide the flight plan and manifest for each aircraft.  

The Fixed Wing Base Manager will notify Central

Oregon Dispatch (generally the Shared Resource dispatcher) of the actual arrival and departure times of all aircraft, estimated times of arrival at subsequent destinations, and any changes in manifests.

Procurement:
The “_______”  Center support services personnel will handle procurement for the crews. This may involve feeding and related small purchase items.

Human Resources Spec.
The Human Resource Specialist will deal with all Human Resource issues.

3. Services:

Meals:
All personnel should be fed and provided a sack lunch before departing for a fire. 

Lodging:
All arrangements for motel rooms can be made by the “_______”  Center support services personnel. “_______” Dispatch will determine through “_______” Coordination Center the anticipated length of time the crews will be staged.

Medical Services:
Any need for medical services involving more than first aid will be arranged for by “_______” support services personnel. The “_______” Hospital, located at “________ address”, will be utilized for these services. Appropriate paperwork will be completed by the Staging Area Manager and “_______”  Center support services personnel prior will be completed by the Staging Area Manager and to authorizing medical services.

Restrooms:
Restrooms are available in the “_______”building.   If required order port-a-potties and locate  “________”. Crews will be informed by the Staging Area Manager that the “_______”  Center buildings are off limits.
Cache Equipment:
The Cache Manager or Assistant will be contacted for any equipment needs for staged firefighters. All crews being transported to “_______”  Center via jet will be equipped with firefighting personal protective equipment (PPE). The Staging Area Manager will coordinate with “_______” Dispatch on any cache equipment needs for the crews. 

4. Standard Operating Procedures:

Resource Orders:
Any service ordered for the Mobilization Center (such as meals, lodging, vehicles, or overhead) will be ordered on a resource order through “_______” Dispatch.
Communications:
Communications between other units and the Staging Area Manager will be through designated phone numbers established for staging. These phones may be located in the “_______”  office/building.
Public Information:
All information concerning Level I Mobilization will be disseminated by “_______”.

Vehicle Parking:
All crew vehicles left at the “_______”  Center will be parked “________”.  All keys for government vehicles will be tagged and secured in the “_______” .
Transportation:
All air transportation will be coordinated by “_______” Dispatch. All ground transportation will be coordinated by the Staging Area Manager and ordered through “_______” Dispatch.
Level 1

Six Crews, Less Than 48 Hours
“_______” Coordination Center
“_______” Dispatch Center
“_______”  Center Manager
Staging Area Manager
Dispatch Support +

“_______” Admin. Support

(Purchasing, Time, etc.)
* Level II Security
** Fixed Wing Base

Manager
+ The Staging Area Manager will request resource needs, tools and equipment for the crews,  etc. via “_____” who will place the items on a Mobilization Center resource order for processing and documentation purposes.

 *Security will be implemented when crews are staged in excess of 24-hours or at the discretion of the Staging Area Manager. 

** Staging Area Manager will determine need to establish a Fixed Wing Base Manager position or to utilize local employees, contingent on other local activity.
Level 2

1. Activation:

A Level 2 Mobilization Center may be established by “_______” Coordination Center or by a local Expanded Dispatch organization. The establishment of the Mobilization Center should be documented on a resource order through “_______” Dispatch. The resource order will indicate the time at which the Mobilization Center should be ready to function. A minimum of four hours is needed for implementation of the Level 2 Mobilization Center. “_______” Coordination Center or the Expanded Dispatch Coordinator/Supervisory Dispatcher should estimate the number and types of resources planned to be staged.

When a Mobilization Center resource order is received by “_______” Dispatch from either “_______” Coordination Center or a local Expanded Dispatch, “_______” Dispatch will initiate the following actions:

1.   Notify the “_______”  Center Manager of the request to implement the “_______” Mobilization Center and ascertain “_______”'s ability to support the Mobilization Center.

2. Personnel:

Normally, the following personnel and services will be needed to support this level:

1
Fully qualified Staging Area Manager

1
Fixed Wing Base Manager and ramp support personnel (to be etermined by the Fixed Wing Base Manager)

1
On-site fully qualified Support Dispatcher to provide for priority resource ordering of equipment, supplies, overhead, etc. In general, orders for equipment and overhead will be placed through “_______” Dispatch.  Miscellaneous supply orders will be placed through either a Mobilization Center Finance/Administration Unit Leader with micro-purchasing authority or “_______”  Center support services personnel. 

1   
Finance/Administration Unit Leader to provide for equipment and personnel timerecording, procurement, comp/claims paperwork. The “_______”  Center support services personnel may be able to provide this service contingent on other activity.

2
Security Personnel (to provide for 24-hour coverage)

1
Human Resources Specialist to assist with all human resource ssues.

3. Equipment:

Either “_______” Dispatch or an on-site Support Dispatcher will initiate an order for the following: 

Portable toilets with daily service. 

Dumpster with service 

Sleeping bags and pads for anticipated number of people

Transportation for the crews if they are arriving by jet. 

Fireline tools and equipment for crews if they are arriving by jet

Coffee kits 

4. Standard Procedures: 

Resource Ordering:   
All services ordered for the Mobilization Center such as meals, vehicles, lodging, or overhead will be ordered and documented on a resource order. In general, orders for equipment and overhead will be placed through or by “_______” Dispatch. Orders for miscellaneous supplies may be processed by a Finance/Administration Unit Leader assigned to the Mobilization Center or by “_______”  Center support services personnel. 

Transportation:
All ground transportation will be coordinated by the Staging Area Manager.

Ramp Management:
See the attached ramp management plan.

Public Information:
All information concerning the Mobilization Center activity will be released by “_______” Dispatch Center.
C.   Level 3

1.   Activation:

A Level 3 Mobilization Center will be established by “_______” Coordination

Center via a resource order through “_______” Dispatch. The resource order will indicate a needed date and time for the Mobilization Center to be functional. A minimum of four hours will be needed to establish the Level 3 Mobilization Center.  The “_______” Coordination Center will provide “_______” Dispatch with an estimated number of crews and approximate length of time anticipated for the Mobilization Center to be operative.

Actions taken by “_______” Dispatch are as follows:

1. Notify the “_______”  Center Manager of the request to activate the Mobilization Center. At this level of Mobilization, the Center will be utilized as the primary jetport for the crews and may provide office space and support personnel for the Mobilization Center.
2. Coordinate with “_____” Supervisor's Office Procurement Personnel on a location for the Mobilization Center. Generally, a school, armory or fairgrounds can accommodate.

2.  Personnel:

Normally, the following personnel and services will be needed to support 24-hour coverage at this level:

Staging Area Manager      
A fully qualified Staging Area Manager will be

assigned. The Staging Area Manager will determine additional personnel to support his/her function (Facilities Unit Leader, Ground Support Unit Leader, etc.).

Support Dispatchers        
At Level 3, an on-site Support Dispatchers) to .

provide for priority ordering and documentation will be necessary. Orders for overhead and equipment will be placed through “_______” Dispatch. Orders for supplies will be placed with either an individual assigned within the Mobilization Center organization to provide procurement or with the “_______” support services personnel. 

A full Expanded Dispatch organization is not usually necessary.  One or two Support Dispatchers may be able to process all orders and provide for documentation.

Equipment Manager      
An Equipment Manager to provide for bus

inspections, management of the bus drivers, in some cases equipment time recording, and management of ground support vehicles will be ordered.

Drivers                     
Generally 4 drivers with pick-ups or I ton vehicles will be ordered.

Security Personnel          
Security personnel to provide for 24-hour coverage will be ordered. A minimum of two per shift will be ordered for Level 3 Mobilization Center.

Finance/Administration

Unit Leader              
lndividual(s) to perform personnel timerecording, equipment timerecording, comp/claims will be ordered. Number and skill level will be determined by the Staging Area Manager.

Fixed Wing Base Manager  
A Fixed Wing Base Manager and ramp support personnel will be ordered, contingent on level of activity and coverage needed.

Human Resources Spec.
The Human Resource Specialist will deal with all Human Resource issues.

3.  Equipment:

Either “_______” Dispatch or the Mobilization Center Support Dispatcher will prepare an order for the following "start up" equipment and supplies:

1       Logistics Section Kit to be delivered to the Mobilization Center.

Sleeping bags and pads for the anticipated number of people

Bath towels and soap. 

3      Flip charts with paper

1      Coffee Kit to be delivered to the Mobilization Center

Telephones to be activated at the Mobilization Center. The Staging Area Manager or “______” SO Procurement will fill this order after determining the need, at the selected site for the Mobilization Center.

1 Copier with paper to be delivered to the Mobilization Center.

Copies of all resource orders processed by “_______” Dispatch or the Mobilization Center Support Dispatcher will be provided to the Staging Area Manager upon arrival.

4.  Standard Procedures:

Resource Ordering       
Any services ordered for the Mobilization Center such

as meals, vehicles, or overhead will be ordered on a

resource order and processed by the Mobilization

Center Support Dispatcher.

Ramp Management     
See the attached ramp management plan.
