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1.0 Overview 
 
1.1 User 
The user of this job aid will be anyone assigned as 
Operations Section Chief (OSC) or Deputy 
Operations Section Chief (DOSC) within the 
National Incident Management System (NIMS) 
Incident Command System (ICS).   Personnel 
assigned to this position should be qualified as an 
OSC. 
 
Personnel assigned to this position should have a 
good operational background and experience 
working with people in other organizations. Since 
this is a key position in the response organization, 
assignment should be based on experience level 
versus rank.  Past experience as an Operations 
Section Chief (OSC) is highly desirable.  
 
This Job Aid does not cover other important traits 
of an effective OSC, such as: good leadership, 
interpersonal and communications skills, or 
experience in risk-based decision making; a solid 
grasp of political, social, environmental, and 
economic issues.  A good OSC exhibits these 
traits and many more in addition to properly 
executing the ICS. 
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1.2 When to Use 
This document is intended as a reference Job Aid 
to assist the OSC in understanding the complex 
tasks and processes they may face when using 
ICS.  It is not a policy document, nor intended to 
act as or replace official policy, required training or 
direction from higher authority. It is rather 
guidance for response personnel requiring 
application of judgment. 
 
DISCLAIMER: This Job Aid is intended to provide 
guidance to Coast Guard personnel and is not 
intended to, nor does it impose legally-binding 
requirements on any party outside of the Coast 
Guard 
 
Questions about this Job Aid should be directed to 
the Coast Guard Office of Contingency 
Preparedness and Exercise Policy (CG-CPE). 
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1.3 Major Accomplishments for the Operations 
Section Chief Position 
 

 
 Ready for Deployment 
o Prepare for Assignment in terms of Individual 

readiness and position readiness 

 Ready for Operational Tasking 
o Check-in Properly to incident 
o Obtain Situation Assessment and receive 

Initial Brief 
o Lead transition from initial response phase 

(reactive mode) to an on-going operations 
phase (proactive mode) 

o Ensure appropriate staffing of the section  

 Manage People 
o Supervise and manage the Section and 

ensure the functions effectively support the 
needs of the response organization 
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 Manage On-Scene Operations 
o Ensure all operations are properly managed 
o Communicate operational information 
o Ensure operational objectives established by 

Command are effectively and efficiently acted 
upon through the development of appropriate 
strategies and tactical work assignments  

o Ensure safety and other response policies are 
enforced  

o Coordinate and communicate effectively with 
other staff elements to ensure adequate 
support of the operational effort  

o Make expedient adjustments to tactical 
portions of the action plans and resource 
utilization to ensure maximum effectiveness. 

o Ensure that response activities are 
documented, and effectiveness information is 
conveyed appropriately 

o Maintain a Unit Log (see 8.14 Example ICS 
214 Unit Log) 

 Support the Planning Process 
o Ensure operational objectives established by 

Command are effectively and efficiently acted 
upon through the development of appropriate 
strategies and tactical work assignments  

o Coordinate and communicate effectively with 
other staff elements to ensure adequate 
support of the operational effort  
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o Serve as a key contributor to the operational 
planning process 

 Ensure Safe and Efficient Demobilization of 
Resources 

 
1.4 References 
Below is a list of references that may be required 
while using this job aid.  This list is not all 
encompassing.  Links to many of these can be 
found at http://homeport.uscg.mil/ics/: 

 Incident Management Handbook (IMH) 
COMDTPUB P3120.17A.  

 National Incident Management System (NIMS) 

 National Response Framework (NRF) 

 USCG Type 3 Operations Section Chief (OSC3) 
Performance Qualification Standard (PQS) 

 Applicable Coast Guard Policy, agency and/or 
company policy, contingency plans, geographic 
supplements, and manuals. 

 Division/Group Supervisor Job Aid 

 Communications and Information Management 
Job Aid 

 Classified Material and Sensitive Security 
Information (SSI) guidance at 
http://www.uscg.mil/ 

 

http://homeport.uscg.mil/ics/
http://www.uscg.mil/
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1.5 Materials and Forms 
A complete list of materials necessary is listed in 
8.1 Deployment Kits, Operations Section Chief 
Deployment Kit.  Ensure these materials are 
available throughout the event. 
ICS Forms can be found on the Coast Guard ICS 
web pages at http://homeport.uscg.mil/ics/.  
Generally, the OSC will either work with or have 
responsibility for information on the following ICS 
forms: 

 IAP Cover Sheet 

 ICS 201 Incident Briefing 

 ICS 202 Incident Objectives  

 ICS 202A Command Direction 

 ICS 202B Critical Information Requirements 

 ICS 203 Organization Assignment List 

 ICS 204 Assignment List 

 ICS 204A Assignment List Attachment  

 ICS 205 Communications Plan 

 ICS 205A Communications List 

 ICS 206 Medical Plan 

 ICS 207 Incident Organization Chart 

 ICS 208 Site Safety and Health Plan 

 ICS 209 Incident Status Summary 

 ICS 210 Status Change Card 

 ICS-211 Check-In List 

 ICS 213 General Message 

http://homeport.uscg.mil/ics/
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 ICS 213RR-CG Resource Request Message 

 ICS 214 Unit Log 

 ICS 215 Operational Planning Worksheet 

 ICS 215A Incident Safety Plan Analysis 

 ICS 220 Air Operations Summary 

 ICS 221 Demobilization Check-Out 

 ICS 219 Resource Status T-Cards 

 ICS 225 Incident Personnel Performance 
Evaluation 

 ICS 230 Daily Meeting Schedule 

 ICS 232 Resources at Risk 

 ICS 233 Open Actions Tracker 

 ICS 234 Work Analysis Matrix 

 ICS 235 Facility Needs Assessment Worksheet 

 ICS 236 Tentative Release List 

 ICS 237 Incident Mishap Report 
 
1.6 Other 
In the context of this job aid, the word incident 
means incident, event or exercise unless 
otherwise noted. 
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Checklists 
 
Ready for Deployment Checklist  
Pre-Assignment Actions (Individual readiness) 

 Ensure personal readiness for assignment 
(details on page 17) 

 Ensure OSC Certification is current and 
minimum training is complete and up-to-date  

 Assemble a personal and OSC Deployment 
Kit  

 
 
Ready for Operational Tasking Checklists 
 
Notification Phase – Pre-Deployment Actions 

 Receive assignment (details on page 19) 
 Receive travel orders  

 Verify/Update personal deployment kit  

 Verify/Update OSC deployment kit  

 Conduct Pre-Assessment 

 Conduct Pre-Deployment Operational Risk 
Management (ORM) 
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Initial Response and Assessment 

 Conduct on-scene Operational Risk 
Management (details on page 22) 

 Identify Additional mission priorities and 
conduct resource needs analysis 

 Evaluate, organize, deploy on-scene 
resources 

 Evaluate & manage incident potential 

 Assess the Incident Situation 

 What kind of incident?  

 Who are key players?  

 When incident occurred?  

 Where is incident location/AOR?  

 Incident organization?  

 Next meeting or briefing?  

 
Incident Briefing ICS 201 
  Assist in ICS 201 Brief, if needed  

 On Coming OSC meets with relieved OSC (if 
being replaced) 
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Activate Operations Section 
 Determine Staffing Requirements  

(see details on page 30) 

 Establish work location  

 Organize and brief subordinates  

 Acquire work materials  

 Establish collateral responsibilities within the 
section 

 
Transition to On-Going Operations Phase 
 Ensure continued effective management of 

current operations while transition  
(see details on page 46) 

 Support operational planning process and 
manage current operations simultaneously 

 Ensure Technical Specialist information is 
communicated effectively. 

 Review appropriate contingency plans 

 Review available local, state and federal 
contingency plans based on the incident 
characteristics and scope 

 Determine possible impacts to incident 
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Manage the Operations Section Personnel 
Checklist 
 Meet with Section personnel  

(see details on page 46) 

 Evaluate/monitor section and individual 
performance  

 Provide Feedback and/or corrective actions 
to subordinates  

 Identify and correct systemic problems  

 Provide On the Job Training (OJT) as 
appropriate  

 Provide guidance on Operations Section 
activities and services to IMT  

 Review the demobilization plan  

 Meet with/Brief Subordinates (see detail on 
page 48) 

 Discuss status of Operations Section and 
provide feedback on performance 

 
 
Demobilize Personnel and Section Checklist 
 Review and provide input to the 

Demobilization Plan (see details on page 75) 

 Supervise demobilization of section 
personnel  

 Supervise demobilization of section 
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2.0 Ready for Deployment - Pre-Assignment 
Actions (Individual Readiness) 
 
2.1 Ensure personal readiness for deployment.   
Personal readiness includes: dependent, financial 
and personal readiness (see 8.1 Deployment Kits, 
Personal Deployment Kit).  Should you deploy 
without being personally ready, it may affect your 
ability to respond and cause a burden on the 
incident management team.   

 Medical/dental readiness – For military this 
means you are in the “green” in CG Business 
Intelligence (CGBI).  For civilians and 
auxiliarists, ensure you have no outstanding 
issues that would prevent you from being 
deployed. For example, you have a plan to 
ensure you have enough medications for the 
entire period of the deployment.   

 Uniforms – You have enough uniforms and/or 
appropriate clothing for an expected 
deployment.   

 Financial Readiness – This means ensuring 
your financial situation is in order.   
o Government travel credit card (GTCC) – you 

should check your GTCC limit.  If you expect 
to be deployed more than 30 days, your limit 
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should be increased (example from $2,500 to 
$10,000). 

o Ensuring bills will be paid while deployed. 
o Ensure you have a TPAX account. 

 Family Readiness:  Ensure you have a 
Dependent Care/Pet Care plan for when 
deployed.  Please check 
www.militaryonesource.com for assistance. 

 
2.2 Ensure Certification and Training are 
Current 
Ensure OSC Certification is current and minimum 
training is complete and up-to-date (as per 
COMDTINST(s) and PQS). 

 Mandated Training (MT) 

 ICS training (e.g. ICS-300, position specific ICS 
training). 

 Incident specific training. 
o HAZWOPER 
o Hazardous Materials 1

st
 responder 

 
2.3 Assemble OSC Deployment Kit 

 This kit includes manuals, forms and guides to 
help with running the Operations Section 

 See 8.1 Deployment Kits, Operations Section 
Chief Deployment Kit. 

  

http://www.militaryonesource.com/
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3.0 Ready for Operational Tasking 
 
3.1 Notification Phase – Pre-Deployment 
Actions 
This job aid assumes the OSC is 
typically one of the first 
responders on scene.  The initial 
Operations Section Chief reports 
to an incident and surveys the 
scene.  Pre-assessment 
information is collected prior to 
reporting on scene. 
 
3.1.1 Receive assignment  

 You may receive your assignment in many 
ways, via message, phone call, supervisor, or on 
orders.  You should verify reporting location, 
date and time, as well as ICP contact numbers 
(if established) for assistance with reporting.   
o Finalize personal readiness for assignment 

 Review the pre-assignment check list to ensure 
readiness for assignment which includes 
personal, dependent, and financial readiness. 

 Notify your chain of command of any 
outstanding readiness issues.  This may mean 
delaying deployment to resolve the issue.  
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3.1.2 Receive Travel Orders (order number) if 
required.   
This may be completed later on the incident. 
Obtain counseling on entitlements and 
responsibilities from a travel authorizing official. 

 Request cash advances as required.   

 Make travel arrangements using approved CG 
travel method. 

 
3.1.3 Verify/update personal deployment kit. 
A personal deployment kit contains your personal 
items needed for the deployment and includes 
items like: medications, uniforms and/or 
appropriate clothing, etc.  Is there special PPE or 
special weather clothing required? 
 
3.1.4 Verify/update OSC Deployment Kit  
Ensure manuals, forms and guides are current 
versions (electronic and paper). 
Ensure supplies are restocked from last 
deployment. 
 
3.1.5 Conduct Pre-Deployment Operational Risk 
Management (ORM). 

 Review the current ICS 201 and/or IAP. The 
purpose of this task is to acquire additional 
background on the incident prior to starting your 
assignment.  
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 Regardless of when you arrive at an incident, 
there is usually very little time for someone else 
to brief you. 

 You need to find out the Who, What, When, 
Where, Incident Organization, and Resources 
related to the incident. 

 Determine what has happened, what is being 
done, with what, and by whom.   

 Begin to document on ICS 201 Incident Briefing 
form (if you are the first responder). 

 Determine the extent of the situation.  Draw a 
mental picture. 

 
3.1.6 Conduct pre-deployment operational risk 
assessment.   

 Consider using ICS 215A Hazard Risk Analysis 
Worksheet. 

 Determine real and probable risks to responders 
and the public. 

 Identify hazard, exclusion and safety zones.  
Determine areas of safe refuge and evacuation 
zones. 

 Identify resources and support facilities already 
in use. 

 
3.1.7 Deploy to field with ICS 201 form and 
appropriate assessment tools and references. 
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3.2 Initial Response and Assessment 
The initial actions of an on-scene 
Operations Section Chief are 
outlined below. 
 
3.2.1 Conduct on-scene 
Operational Risk Management  

 Verify and validate what is 
currently happening and what 
is the potential.   

 Confirm threats to public and responders 

 Verify existing responder support services. 

 Confirm exclusion, safety, hazard zones; 
evacuation areas and places of safe refuge 

 Continue completing ICS 201 Form. 
 
3.2.2 Identify additional mission priorities and 
conduct resource needs analysis 

 Determine additional risks: security, weather, 
unstable situation, etc.  Review contingency 
plans. 

 Identify primary factors that may cause rapid 
incident escalation or change. 

 Identify Operations Section organization & 
resource adjustments needed.  Consider 
escalation potential & other contingencies. 
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 Update work assignments & special instructions 
based on Command priorities, objectives, 
threats, & escalation factors. 

 Determine adequacy of staging areas, 
communications, & other support aspects.  
Request additional support as needed. 

 Continue completing ICS 201 Form. 
 
3.2.3 Evaluate, organize, deploy on-scene 
resources 

 Establish effective communications between on 
scene resources and OSC. 

 Monitor situation for appropriate span of control. 
Consider use of divisions, groups and branches 
if needed.   

 Order/deploy special teams (USAR, HAZMAT, 
LE, etc…) as appropriate. 

 Organize existing on-scene resources to 
address mission priorities & objectives.  
Determine need for additional overhead 
personnel such as Div/Group Supervisors. 

 Request/Order resources as needed for all work 
shifts. 

 Establish effective resource to mission ratio.  
Utilize commercial resources as needed. 

 Evaluate the need for aircraft to support all 
aspects of the operation. 
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 Evaluate support requirements to sustain 
operations, such as food, fuel, relief crews, etc. 

 Convey key decisions, support info, & reporting 
info to Operations Section overhead personnel. 

 
3.2.4 Evaluate & manage incident potential 

 Review existing and potential resource demands 
both operational and support. 

 Determine most effective work assignments, 
shifts and crew rotations. 

 Determine potential for incident escalation, 
secondary impacts and potential for 
development of additional emergencies within 
the response. 

 Determine need for Deputy OSC, & Assistant 
Safety Officer positions. 

 Determine capacity for existing Operations 
Section resources to meet demands for the most 
probable duration of the incident and to address 
contingencies. 

 Assist in executing operational planning process 
once initiated by Command. 

 Evaluate need for Technical Specialists to assist 
in the Operations Section.  Order as needed. 
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3.2.5 Assess the Incident Situation 
Confirm the Who, What, When, Where, Incident 
Organization, and Resources related to the 
incident. 

 What is the incident (SAR, oil/hazmat, LE, 
natural disaster, etc.)? 

 This gives an idea of the resources that you will 
probably be requesting. 

 Who are key players (Federal, State, local, 
industry)? 

 This may give you some insight into why 
Command is setting particular objectives.  

 When did the incident take place? 

 An incident changes character over time 
including; survival rates, weathering of oil, 
potential contaminants, vessel stability, etc. 

 Where did the incident take place?  

 Do you know the Area of Responsibility (AOR)? 
If so, you have an advantage in knowing 
relationships, geography, local plans, etc. If not, 
you must spend some time getting to know the 
area. Also, what is the difference between the 
Coast Guard unit AOR and the incident AOR? 
Generally, there should be a difference. 

 What is the incident organization? 

 You must know who is in your direct chain of 
command as well as other key players such as 
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the Incident Commander(s), Planning Section 
Chief (PSC), Intelligence/Investigation Section 
Chief (ISC, if staffed), Logistics Section Chief 
(LSC), Finance Section Chief (FSC), and Safety 
Officer (SOFR). 

 When is the next meeting or briefing that should 
be attended? 

 Obtain a copy of the ICS 230 Daily Meeting 
Schedule from the PSC, if developed. 

 
 
3.3 Incident Briefing ICS 201 
The initial Incident Commander 
may have determined a need to 
pass the Incident Commander 
position to a person of greater 
authority or resource capability.  
The Operations Section Chief 
supports the transition as 
needed and assists in 
completing an ICS 201 Form for 
the briefing (see OSC ICS 201 Incident Brief 
Checklist below). 
 
3.3.1 Operations Section Chief 
considers/completes the following as needed. 

 Assist, as needed with the development of the 
ICS Form 201 for new IC or UC. 
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 Assist in conducting ICS 201 briefing, following 
the ICS 201 form format. 

o Initial Actions 

o Initial Objectives 

o Current Actions 

o Planned Actions 

o Potential of Incident 

o Current Organization 

o Resource Summary  

 Ensure continued effective management of 
current operations while transition occurs. 

 Ensure Technical Specialist information is 
communicated effectively during briefing. 

 Support operational planning process & manage 
current operations simultaneously. 

 
3.3.2 Oncoming OSC meets with the relieved OSC 
on the following (if being replaced): 

 Determine the current strategies & tactics. 

 Determine incident potential, & planned actions. 

 Determine contingency possibilities & ability to 
respond to them. 

 Determine adequacy of resources & support. 

 Determine Operations Section staffing & need 
for technical specialists. 
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OSC ICS 201 Incident Brief Checklist 
 

Briefing Preparation: 
□ Brief from wall-sized chart if available 
□ Make multiple copies of ICS 201 to brief from if 

able 
 

Brief on: 
□ Current Situation (page 1 & 2) 
o Chronology of events 
o Incident name thus far 
o Current Weather 
o Injuries and fatalities 
o Agencies and organizations responding 
o Overview of resources in use 
o Agency interest 
o Safety Issues 
o Security Issues, including intel 
o Any population affected 
o Facilities established such as staging areas  
o Media interest 

□ Current Response Priorities, constraints and 
objectives 

□ Current response actions (more specific – to the 
strategy and tactics level) 
o Notifications  
o Operations functional activities being 

performed: 
 Search and rescue 
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 Law enforcement activities  
 Evacuation 
 Environmental Response activities 
 Investigation 

□ Planned actions until IAP comes into effect: 
o Planned priorities 
o Planned operations activities to be performed 

□ On-Scene Organization (page 3) 
o Current and planned 
o Critical resource shortfalls 
o Assisting agency status and involvement 

□ Resources (page 4) 
o On-Scene 
o Ordered with ETA’s if available 
o Critical needs and status information (crew 

mission time frames) 
□ Summary of Incident Potential (Page 2) 
o Estimated duration of initial response phase 
o Expected conditions for managed phase 
o Estimated resource needs for near term (next 

one or two operational periods) 
o Resources at risk 
 Critical infrastructure 
 Cultural 
 Environmental 

o Interagency Involvement 
□ Contingency Scenarios such as heavy weather 

or major changes in conditions 
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3.4 Activate the Operations Section 
The Operations Section work area is the space for 
the management of the tactical response effort.  
Therefore, the space must be designed to be 
conducive for managing current operations, as 
well as operational planning.  It needs to be 
functional, and free of interruptions and 
distractions that detract from the OSC's ability to 
lead the section.   
 
3.4.1 Determine Staffing requirements. 
The vast majority of Operations Section personnel 
will be out in the field executing tactical work 
activities.  However, some key functional positions 
are often needed to maximize operational 
effectiveness.  The table below refers to the 
USCG IMH Organizational Guides found in 
Chapter 13 to establish a baseline staffing 
requirement.  Keep in mind the recommendations 
are based on 12 hour work schedules and may 
need to be doubled for round the clock response. 
Remember span of control is 3 to 7 with 5 being 
optimal.   
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 Size of incident (# of 
Divisions/Groups) 

Position 2 5 10 15 25 
Deputy OSC 1 1 1 2 3 

Branch Director  2 3 4 6 

Division/Group 
Supervisor 

2 5 10 15 25 

Strike Team Leaders As Needed 
Task Force Leaders As Needed 

Air Ops Branch Director  As Needed 

Air Group Supervisor As Needed 

Helibase Manager One per Helibase 

Helispot Manager One per Helispot 
Staging Area Manager One per Staging Area 

 
 

Operations Section Staffing Worksheet  

Staff Shift #1 Shift #2 

OSC   

Deputy    

THSP   

DIVS   

   

Sub-total   

Total Shift 1 + Shift 2  
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Determine optimal assignment for incident 
personnel already on scene and develop resource 
requests to fill gaps and projected Operations 
Section needs. 

 If the ICS 201 is complete and available you can 
determine the assignment and status of 
personnel already on-scene.  This can be done 
by reviewing the ICS 201 Page 3 Current 
Organization, and ICS 201 page 4 Resource 
Summary.  The resource summary will provide 
you with the details of personnel qualifications. 

 If the ICS 201 is not complete, obtain your 
information from the IC, check-in lists, 
organization charts and personal observations. 

 Assign on-scene personnel based on availability 
and qualifications as determined in the above 
two bullets. 

 Determine Operations Section staffing needs 
considering incident response activities, 
command expectations of the Operations 
Section, and Operational Planning Process 
needs. 

 Order staff and materials necessary to establish 
and effectively execute necessary Operations 
Section functions (See 8.13 Example ICS 
213RR CG, Resource Request Message). 
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3.4.1.1 Use of Deputy Operations Section Chief(s) 
Typically, DOSC’s are used to manage/lead the 
on-scene response effort.  They direct all tactical 
response operations in support of Command 
priorities and objectives.  Their use in this capacity 
allows the OSC to remain in the Incident 
Command Post (ICP) available to Command, and 
able to execute the Operations Section 
responsibilities within the operational planning 
process.  DOSC’s should be just as qualified as 
the OSC.  However, their decision making 
authority must be negotiated between them and 
the OSC so as to eliminate any confusion.  Using 
DOSC’s to focus on managing current operations 
allows the OSC more opportunity to focus on 
planned operations in concert with the Planning 
Section, Technical Specialists, and other 
Command & General staff members as needed.  
DOSC’s may also be used to manage/lead 
extended or round-the-clock operations.  Again, 
DOSC’s used in this manner must clearly 
understand their decision making 
authority/limitations, and reporting requirements.   
 
3.4.1.2 Division of Duties between the OSC and 
Deputy OSC: 
With the complexity of today’s response 
requirements to large scale incidents or events, it 
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is often prudent to sub-divide the duties of the 
Operations Section Chief (OSC) into two separate 
work functions, one in the Incident Command Post 
(ICP),  and the other out in the operational area 
supervising tactical activities. 
 
The OSC is the overall person in charge of the 
Operations Section and must be accountable and 
accessible to other staff in the ICP in contributing 
to the Operational planning process and ensuring 
effective support of the operational activities. 
Typically, it is best if the OSC is the one who 
remains mostly in the ICP. 
 
Whenever the OSC must be mostly in the ICP, it is 
wise to assign a highly qualified person as Deputy 
OSC (DOSC). This person is subordinate to the 
OSC and works in the operational area 
supervising tactical work activities and 
implementation of the Incident Action Plan (IAP). 
 
3.4.1.3 Operations Section Chief at the ICP 

 Maintain constant communications with the 
DOSC to ensure situational awareness, and the 
ICP coordination and support of field activities. 
Periodically, visit field activities to maintain keen 
grasp of operating picture. 
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 Ensure the command is briefed on operational 
issues. 

 Work with the Planning Section Chief (PSC) and 
other staff to develop the tactical portion of the 
IAP. 

 Work out of the ICP; coordinate with the 
Command and General Staff members for all 
planning and tactical meetings and operational 
briefings. 

 Provide operational input to development of 
long-range strategic, contingency, support and 
demobilization plans. 

 Help provide operations briefings to IMT 
members, media, stakeholders and others as 
required. 

 Gather information from operations personnel 
that could be used when developing the next 
IAP. 

 Coordinate planned activities with the Safety 
Officer (SOFR) to ensure compliance with 
approved safety practices. 

 Coordinate with the logistics Section Chief (LSC) 
on resource requesting and logistics support 
issues. 

 Coordinate with the Liaison Officer (LOFR) and 
Agency Representatives to assure that 
interagency needs are met. 
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 Troubleshoot operational support issues with 
other IMT members. 

 Maintain ICS 214 Unit Log. 
 
3.4.1.4 Deputy Operations Section Chief in the 
Field 

 Ensure that the IAP is being effectively 
implemented, and rapidly communicate 
problems back to the OSC. 

 Maintain effective and coordination 
communication with the OSC. 

 Take ownership of all activities occurring in the 
operational area. 

 Be accountable for personnel and equipment 
assigned to the operational area. 

 Ensure that safe practices are being employed. 

 Ensure the security of the operational area is 
being maintained. 

 Be able to assemble and disassemble 
operational elements such as task forces and 
strike teams. 

 Be able to supervise the Operations Section 
supervisory staff. 

 Reassign resources as needed. 

 Determine the need for additional resources or 
resource demobilization. 

 Identify additional support facilities. 
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 Ensure that Operations Section personnel use 
good safety practices. 

 Identify and communicate with the IOSC future 
strategies and tactics. 

 Make on-scene adjustments to planned tactics. 

 Evaluate effectiveness of the operations. 

 Ensure adequate supervision is occurring. 

 Ensure interagency cooperation and 
coordination is occurring. 

 Debrief off-going resources, and pass best 
practices and lessons learned to the OSC for 
incorporation into the next cycle of operational 
planning. 

 Keep Situation and Resources Units current on 
incident status. 

 Ensure that all supervisory personnel are 
maintaining a ICS 214 Unit Log (See 8.14 
Example ICS 214 Unit Log). 

 
3.4.1.5 Additional personnel considerations  

 ICS Facilitator or Coach. Not all response 
agency personnel are at the same level of ICS 
training.  Consequently in order to level the 
playing field, an ICS facilitator can be used.  The 
advantage of an ICS facilitator is that they can 
guide the OSC through the ICS operational 
planning process.  They also may serve as an 
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impartial facilitator in order to promote 
agreement throughout the IAP development 
process.  One other beneficial activity of having 
an ICS facilitator is to be able to prioritize the 
Operations Section Chief's time, activities, and 
other demands.  An ICS facilitator will be able to 
discern whether such demands are a priority 
and if they are worth delaying the operational 
planning process.  The ICS facilitator can also 
assist the OSC in the creation of the IAP 
documents. 

 Assistant Documentation Unit Leader (Asst 
DOCL). The OSC makes many important 
decisions and performs actions, sometimes at a 
very rapid pace.  A Documentation Unit Leader 
Assistant can be used to document all key 
decisions, actions taken and keep a running 
chronology of OSC activities.  In many cases, 
the OSC may need to draft a decision memo or 
document a particular subject in order to protect 
them from liability or to justify a major decision 
made in the course of the response.  Many 
documents are produced by the OSC and the 
Asst DOCL can ensure they are drafted, 
collected and filed appropriately. The Asst 
DOCL should be outfitted with a portable 
computer, and a printer. 
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 Operations Section Phone/Radio Watch. Ensure 
there is adequate personnel coverage to monitor 
all radios/phones necessary for effective 
oversight of field operations.  Also, ensure there 
are sufficient additional personnel for watch 
reliefs, round the clock coverage, runners, etc. 

 Technical Specialists. In today's complex world 
of "All Risk / All Hazard ICS" it is the rare person 
that can effectively manage all of the detailed 
technical aspects of a major response effort.  It 
is highly encouraged of OSC's to include 
Technical Specialists (THSP) on their staff to 
better ensure success.  These THSP's are 
particularly valuable for helping to conduct 
briefings, in the development and approval of 
operation plans, as well as in overseeing the 
implementation of those same plans.  These 
THSP's can be placed anywhere within the 
organization, at any time, in order to maximize 
the benefit of their expertise.  Consider these 
people to be your subject matter experts for a 
particular aspect of a response effort. 
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3.4.2 Establish Work Location 
Ensure adequate work space for number of 
personnel and equipment including the possibility 
for expansion.  A rough guide to space needs can 
be found on the ICS 235.  The following are items 
to consider when planning out section workspace.  
This is not an all inclusive list: 

 Tables: Tables should have enough room to 
seat all the members of the Operations Section 
working within the ICP, and allow ample room 
for their equipment such as computers, printers, 
phones, etc.  There should also be tables set 
aside for laying out drawings, charts, or other 
large papers need for plan development and 
operational planning discussions.  Also ensure 
there is adequate space for any Technical 
Specialists working within the Operations 
Section. 

 Easels and Wall Space for Posting Work 
Products: The room should include wall space 
for hanging charts, maps, photos, and poster-
size paper for Operations Section members to 
develop and review their written products (this is 
usually supported by the Situation Unit Leader).  
An easel should be available with poster size 
paper (preferably the self-stick variety) with 
multi-colored markers.  This does not replace 
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the Situation Displays, but is simply enough 
room for working drafts and poster sized 
products in development.   

 Displays: Each poster/display has significant 
importance and is used for communicating 
information to the Operations Section personnel 
managing the field operations.  The Situation 
Unit provides and maintains all charts and maps 
for the OSC.  Therefore the Situation Unit must 
be in close proximity to the Operations Section.  
This way, everyone is on the same page in 
terms of operational activity.  Nothing will 
undermine Command’s confidence in their staff 
quicker than differing information among staff 
functions.  The situation displays should be 
close to or within Operations section, so that 
OSC and staff can be kept up to date on the 
operational picture and be able to use it for 
making operational decisions.  Here is a brief 
explanation of each: 
o Operational Decisions:  Conveys a listing of 

key decisions affecting field operations.  
Ensure they include dates/times. 

o ICS 234 Work Analysis Matrix:  Allows the 
OSC to post a copy of the linear progression 
from objectives to strategies to tactical work 
assignments.  Also, allows a ready reference 
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of alternative or contingency strategies should 
they become necessary. 

o Projector and Screen:  Allows Operations 
Section personnel to view and/or work on 
documents as a group.   

o ICS 202A Command Direction:  The ICS 202 
Command Direction includes the incident 
priorities established by the IC/UC for 
communication to the Command and General 
Staff.  These will help guide the OSC and staff 
in their operational decision making. 

o ICS 202B Critical Information Requirements: 
The ICS 202B contains the critical information 
reporting requirements by 

o ICS 202 Incident Objectives:  These are the 
objectives established by the IC/UC to drive 
the incident and convey their desired 
outcomes. They also help shape the 
measures of success developed by the OSC. 

o Charts/Maps: These are the visual aids 
needed by the OSC and staff for operational 
decision making.   

 Phones: A conference call or speaker phone 
should be accessible in the Operations Section 
space that is large enough to allow multiple 
people to hear and use.  All calls going into the 
Operations Section space should be filtered by a 
phone watch stander, therefore, it might be 
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preferable to have a second phone in the space 
for a watch stander to answer, but have the 
capability of transferring a call to the conference 
phone if necessary. 

 Other Equipment: Some other equipment that 
may be useful for outfitting a UC space includes: 
o Contingency Plans 
o Projector and screen for developing products 

and conducting briefings 
o Phone jacks to allow for internet access 
o Trash cans and shredders  
o Television and DVD player for viewing video 
o Coffee pot and supplies  
o Various electronics (computers, printers, 

faxes, scanners, video teleconferencing, etc.) 
 
3.4.3 Organize and Brief Subordinates 

 Conduct a section meeting as outlined in 4.7 
Conduct Section Meetings to establish 
guidelines, expectations, work schedule, and 
meeting schedules. 

 Outline resource request process to 
subordinates. 

 Develop an Organization Chart for the Section to 
identify roles and highlight span of control 
issues. 



USCG OSC Job Aid  44 

 Evaluate the span of control with the section and 
request/assign additional personnel to maintain 
proper management ratios. 

 
3.4.4 Acquire work materials. 
Acquire the appropriate equipment and 
consumable materials/supplies as listed in 8.1 
Deployment Kits. Submit ICS 213RR-CG 
Resource Request in accordance with incident 
resource request process.  See 8.13 Example ICS 
213RR CG, Resource Request Message. 
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3.5 Transition to On-Going Operations Phase 
One of the most important roles of the OSC is to 
facilitate the transition from a reactive or initial 
response mode to the on-going operations or 
proactive management of an incident.  It typically 
takes a well-staffed incident management team 
about 18-hours to transition from a reactive mode 
to a position where the unified command is 
proactively managing an incident. 

 Ensure continued effective management of 
current operations while transition occurs. 

 Support operational planning process and 
manage current operations simultaneously. 

 Ensure Technical Specialist information is 
communicated effectively. 

 Review appropriate contingency plans 

 Review available local, state and federal 
contingency plans based on the incident 
characteristics and scope 

 Determine possible impacts to incident 

 Keep SITL and RESL informed of Situation and 
Resource operational picture.  Use ICS Tools 
like the ICS 210 Status Change Card (see 8.15 
Example ICS 210 Status Change Card).   

 
  



USCG OSC Job Aid  46 

4.0 Manage the Operations Section Personnel 
and Activities 
As the leader of the Operations Section Team, the 
OSC should meet with the staff daily to monitor 
team progress and cohesion.   
 
4.1 Meet with section personnel  

 At least once per operational period (may only 
be able to meet during ops brief) 

 If necessary, one per shift. 

 Discuss or post expectations for operations 
section personnel to review 

 See detail in 3.4 Activate the Operations Section 
and 8.17 Evaluation Criteria for Operations 
Section) 

 
 
4.2 Evaluate/monitor section and individual 
personnel performance  

 See detail in 8.17 Evaluation Criteria for 
Operations Section, 8.18 Personnel Evaluation 
Criteria and 8.19 ICS 225 Incident Personnel 
Performance Rating 

 Monitor section for efficiency 

 Evaluate for potential changes to Operations 
Section organization, personnel and/or 
processes 
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 Is section functioning as a team? 

 Is section producing results required by OSC? 

 Use ICS 225-CG Incident Personnel 
Performance Rating (see 8.19 ICS 225 Incident 
Personnel Performance Rating) 

 Submit unit/personnel for recognition 
 
 
4.3 Provide feedback and/or corrective actions 
to subordinates 

 Assess performance  

 Provide timely feedback and course corrections 
as necessary 

 
 
4.4 Identify and correct systemic problems  

 Establish a feedback system to identify systemic 
problems  

 Correct an systemic problems and notify the 
Chain of Command as required  

 
4.5 Provide On the Job Training (OJT)  

 Assess background/experience of assigned and 
inbound personnel  

 Place personnel in appropriate positions and/or 
provide OJT 
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4.6 Provide guidance on Operations Section 
activities to the IMT 

 Establish and run the Operations Section to 
meet IC/UC objectives 

 Determine deliverables, services and timelines 
to support the IMT 

 For more information on IMT interactions, see 
8.2 Functional Interactions 

 
 
4.7 Conduct Section Meetings 
The purpose of this meeting is to ensure that there 
is an on-going dialogue regarding Operations 
Section processes and activities for the incident 
and that they are communicated to key personnel. 
While the meeting can take place anytime, for the 
operations section, this is typically done at the 
Operations Brief. See checklists in 8.17 Evaluation 
Criteria for Operations Section, 8.18 Personnel 
Evaluation Criteria and 8.19 ICS 225 Incident 
Personnel Performance Rating for more info. 
 
4.7.1 Meet with/Brief Subordinates on: 

 Incident Situation 

 Command Situation 

 Operations Section work hours 

 OSC expectations of staff 
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 Operations Section staff authorities 

 When OSC and/or DOSC needs to be notified 

 Work product expectations and deadlines 

 Coordination Issues 

 Discuss status of objectives and work progress 
from previous operational period. 

 
4.7.2 Discuss status of Operations Section and 
Provide feedback on performance. 

 Assess size of Operations Section and 
determine need to order/demobilize personnel 
as response conditions change 

 Query leadership for problems or concerns to be 
addresses (e.g. personnel issues, training 
needs, etc.) 

 Assess alignment of staff expectations and 
reality of timelines (e.g. is the IAP expectations 
realistic?) 
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5.0 Manage On Scene Operations 
The OSC must perform a balancing act; conduct 
tactical planning for subsequent operational 
periods while maintaining oversight and control of 
current tactical operations.  Review 3.4.1.1 Use of 
Deputy Operations Section Chief(s), which can 
help the OSC in managing current and future 
operations.  Current operations must continually 
be evaluated for appropriateness and modified as 
the situation changes.  The management cycle 
can assist the OSC in managing current on scene 
operations.  Upon arriving on scene, the OSC 
must perform these functions repeatedly.  It’s a 
continual cycle – the OSC must evaluate the 
situation, plan, organize, direct and control and 
continually evaluate results. 

 



USCG OSC Job Aid  51 

5.1 Plan 
The Tactical Plan is formulated and implemented 
by the initial IC (i.e. ICS 201) and subsequently by 
the OSC.  Planning is based upon Objectives, 
Policies, Procedures and Tactics.   
 
 
5.2 Organize 
Organization in ICS means having a structured 
method of bringing essential resources together in 
an effective, efficient manner.  It is the key to an 
ordered response and can assist in accountability, 
unity of command, unity of effort, and reduce 
confusion. 
 
 
5.3 Staff 
Staff refers to having the proper Kind and Type of 
resources on scene, including personnel.  The 
incident and operational functions present will 
dictate the Kinds and Types of resources you will 
need.   
 
 
5.4 Direct 
Direct refers to the effective guidance and 
supervision given by the OSC to their subordinate 
functions/elements.  It includes effective two-way 
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communication and proper motivation, leadership 
and delegation/division of labor.  Use the ICS 210 
Status Change Card (see 8.15 Example ICS 210 
Status Change Card) or ICS 213 Message form to 
document changes in resource status.  Maintain 
the Unit Log to document actions taken (see 8.14 
Example ICS 214 Unit Log). 
 
 
5.5 Control 
Control is about being able to quickly adapt to a 
situation and correct wrong or unintended 
performance.  It is “hands-on.”  Standards of 
performance must be maintained.  The OSC may 
have to steer response actions and efforts in order 
to ensure the intended results become actual 
results.   
 
 
5.6 Evaluate 
Evaluation of response actions and their results is 
continual.  Evaluation guidelines should use 
accepted standards, be objective and measure 
actual results (not intended).  An objective 
evaluation may result in a change to any of the 
other management cycle activities. 
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6.0 Support the Planning Process 
While the OSC is responsible for current 
operations, the OSC must also conduct tactical 
planning for subsequent operational periods.  The 
PSC will manage the Planning Process and the 
OSC must support the planning process so that 
the IAP reflects the actual plan of action the OSC 
intends for the next operational period.  For a one 
page version, see the back cover 8.20 Operations 
Section Chief Activities in the ICS Planning 
Process. 
 
6.1 Initial Unified Command Meeting 
This meeting is for assembling 
the Unified Command, identifying 
jurisdictional roles and limitations, 
setting incident priorities and 
building the response 
organization.  The OSC normally 
does not participate in this 
meeting. 

 The OSC typically does not 
attend this meeting.  However, the OSC may be 
asked to provide a briefing of current operations.  
If asked to do this, the OSC must work closely 
with the Situation Unit Leader (SITL) to 
coordinate the IC/UC Briefings.  The SITL briefs 
the current situation status while the OSC may 
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provide information to justify tactics currently in 
use as well as future actions that may impact the 
outcome of the situation. 

 Consider using this time to tour the incident 
scene if able to do so quickly and without 
jeopardizing your upcoming Operational 
Planning process responsibilities.  The 
perspective may be useful in upcoming 
segments. 

 
 
6.2 Unified Command Objectives Meeting 
The IC/UC will identify/review and 
prioritize incident objectives.  For 
reoccurring meetings, objectives 
are reviewed and revised as 
needed.  The OSC normally does 
not participate in this meeting. 
The OSC may suggest 
Objectives for the IC/UC, and 
assist in other key steps as 
requested.   

 The OSC typically does not attend this meeting.  
However, the OSC may be asked to provide a 
briefing of current operations.  If asked to do 
this, the OSC must work closely with the 
Situation Unit Leader (SITL) to coordinate the 
IC/UC Briefings.  The SITL briefs the current 
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situation status while the OSC may provide 
information to justify tactics currently in use as 
well as future actions that may impact the 
outcome of the situation.   

 Consider using this time to tour the incident 
scene if able to do so quickly and without 
jeopardizing your upcoming Operational 
Planning process responsibilities.  The 
perspective may be useful in upcoming 
segments. 

 
 
6.3 The Command and General Staff Meeting 
Considered the staff “employment” 
meeting, all Command and 
General Staff review priorities, 
objectives, open actions, etc. and 
ensure unity of effort.  The OSC 
must be prepared to present all 
manner of issues to staff members 
in order to maintain/improve 
operational effectiveness (see 8.17 
Evaluation Criteria for Operations Section).  The 
PSC facilitates this meeting. 

 The OSC should be prepared to provide an 
operational update at this meeting.  The OSC 
should coordinate with the SITL as to what the 
SITL will brief and the OSC will brief. 
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 Discuss support facility related issues (staging 
areas, helibases and helispots, etc…). 

 Discuss resource support issues (replacement 
crews, fuel, food, consumable gear, comms, 
transportation, specialized gear, etc…). 

 Discuss interagency issues affecting the 
operational effort. 

 Obtain clarification on any support processes 
affecting operational activities. 

 Obtain clarification on any of the operational 
objectives given by the IC/UC. 

 Review/discuss Open Action Items tasking. 
 
Note: Remember, that essentially the rest of the 
organization exists to support the operational 
effort.  The primary responsibility of the Command 
and General staff is to make the Operations 
Section as successful as possible.  In order to do 
this effectively and efficiently, they need 
timely/accurate feedback from the OSC.  The 
Command and General Staff Meeting is a 
formalized segment in the Operational Planning 
Process where this type of feedback can be 
presented/discussed.  Keep in mind, any time 
critical or sensitive feedback should be provided to 
the appropriate recipient whenever it is necessary 
without waiting for this meeting to occur.   
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6.4 Preparing for the Tactics Meeting 
This is one of the most important 
segments in the Operational 
Planning Process for the OSC.  
This is where the products 
necessary for turning the IC/UC’s 
Objectives into tactical work 
assignments are initiated.  The 
OSC must bring their own 
operational expertise together 
with that of the Planning Section in order to create 
the best possible Operational Plan.  Remember, 
“High quality preparation equals high quality 
performance”.  Time well spent in this timeframe 
will carry through the rest of the process into an 
effective plan. 

 Meet with Technical Specialists as needed to 
prepare their information for incorporation into 
the Operational Planning process (e.g. diving, 
salvage, chemical hazards, wildlife impact, 
human health impact information, Law 
Enforcement options, etc.).  Consider 
incorporating a THSP’s expertise anytime 
specialized equipment, processes, or work 
practices are involved. 

 Develop the OSC’s Tactics Meeting Products.  
Ensure the products include contingencies or 
“what if” strategies and tactics for situations such 
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as bad weather or sudden changes in 
operational conditions.  See Tactics Meeting Preparation 

Checklist below and tools in Appendix to develop 
the products:  
o 8.3 Example Objectives and Strategies, 
o 8.4 ICS 234-CG Work Analysis Matrix 

Development and 8.5 Example ICS 234 Work 
Analysis Matrix 

o 8.6 ICS 215 Operational Planning Worksheet 
Development and 8.7 Example ICS 215 
Operational Planning Worksheet,  

o 8.8 Operations Work Functions Checklist, and  
o 8.9 Branch Tactical Planning, if needed  

 Prepare any meeting notes needed for 
presenting your draft Operational Plan to 
attendees at the upcoming Tactics Meeting. 

 
Important Note:  Failure to prepare adequately and 
conduct a thorough Tactics Meeting will:  

 Force a discussion of tactics in an open forum 
Result in a tedious and lengthy Planning 
Meeting 

 Promote excessive external influence 
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Tactics Meeting Preparation Checklist 
For a tactics meeting to be successful, it is 
essential that the OSC follow five basic steps 
when developing the tactical plan for the next 
operational period. 
 
Part 1 Analyze Operation & Complete ICS 234 
□ Review Commands' incident objectives and 

priorities and identify which objectives belong to 
Operations.   

□ The OSC needs to analyze the overall situation 
and determine the complexity of the task at 
hand.  This includes providing an accurate and 
up-to-date picture of the evolving situation and 
resource allocation.  Consult with PSC/SITL and 
THSP's as required.   

□ The OSC needs to determine and document the 
overall strategy and tactics.  This may be 
accomplished using the Work Analysis Matrix, 
ICS 234-CG.  This process will be used to 
implement the objectives and identify 
contingencies.  The OSC may use a chart to 
help visualize possible strategies and tactics.  
(See Work Analysis Matrix step-by-step 
instructions).  The OSC should be familiar with 
agency contingency plans and response 
agreements to provide pre-approved actions.  
Additionally, technical specialists should be 
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invited to offer expert input, and alternative 
strategies. 

 
Part 2: Complete Org Chart and ICS 215 
□ Once the overall strategy and tactics are 

complete (or ICS 234 Work Analysis Matrix), 
identify functional groups to achieve the tactical 
work assignments (i.e. booming, product 
recovery, assessment, law enforcement, SAR, 
etc).  This step must be taken prior to dividing 
the incident into manageable work units. 

□ The OSC must now subdivide the incident into 
manageable work units (divisions, groups, 
branches, etc, based on identified functions.)  
This information must be clearly displayed on a 
working map and a draft Operations Section 
Organization Chart as well as on the ICS 215-
CG (see 8.6 ICS 215 Operational Planning 
Worksheet Development and 8.7 Example ICS 
215 Operational Planning Worksheet).  Always 
keep in mind; span of control is 3 to 7 with 5 
being optimal. 

□ Consult with the PSC to ensure provisions within 
Contingency Plans and contingencies are 
addressed.   

□ Ensure the work units you identify are 
manageable and support the Incident 
Objectives.  If the initial task of subdividing the 
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incident is not done well, the consequences will 
be apparent for a very long time.  Some things 
you may want to consider when dividing the 
incident are: 
o Incident priorities 
o Limitations and constraints 
o Safety issues 
o Size of the affected area 
o Complexity of the incident and number of task 
o Amount of work to be accomplished 
o Span of control issues 
o Specific resource capabilities 
o Training, experience, and availability of 

supervisory personnel 
o Open water vs. shoreline activities 
o Topography, etc. 
o Logistics requirements 
o Kind of functions to be accomplished 
o Contingencies 
o Ability to communicate with resources 

□ Review to ensure the OSC products (Work 
Analysis Matrix, ICS 234 (if used), Operations 
Section Organization chart, map/chart, and Draft 
ICS 215) align with each other and address all of 
the command's operational objectives. 
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 6.5 Tactics Meeting 
In this meeting the OSC presents 
their draft products from the 
previous segment of the process 
to the other staff members 
responsible for developing/ 
supporting the tactical work plan.  
Adjustments to the draft plan are 
made in consultation with the 
other attendees.  The PSC sets 
up the room, and facilitates this meeting. 

 The first Tactics Meeting is critical to effectively 
organizing the response operation.  Focus on 
setting up functional groups and geographic 
divisions correctly in the early stages of the 
response; otherwise the consequences will be 
apparent as the operation progresses.   

 Follow process as outlined in the IMH.  OSC 
Tactics meeting products ideally should have 
been prepared before the meeting.  This 
ensures the meeting moves quickly and 
efficiently.  If OSC Tactics Meeting products are 
not ready before the meeting, consider asking 
the PSC to delay the Tactics meeting until you 
are ready. 

 
Tactics Meeting Note: It is critical that all 
attendees of this meeting fully understand the plan 
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being presented by the OSC & PSC.  Be prepared 
to provide copies of the draft documents to other 
staff members as needed to begin their work in 
support of the plan.  This is particularly important 
for the Logistics Section Chief, the Safety Officer, 
and the Communications Unit Leader.   
 
 
6.6 Preparing for the Planning Meeting 
During this segment of time the 
OSC should be finalizing his/her 
products for presentation to the 
IC/UC and other Command and 
General Staff members during 
the upcoming Planning Meeting.  
Generally, the Planning Section 
staff can/will produce the below 
products for the OSC’s approval. 

 Final products from the tactics meeting are: 
o Work map/chart 
o Chart size ICS 215-CG 
o Filled out 8½” x 14” ICS 215-CG 
o Operations Section Organization Chart  
o List of contingencies 
o Completed Operations Work Analysis Matrix, 

ICS 234-CG (optional) 
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o ICS 215A or other ORM Worksheets (see 8.16 
Example ICS 215A Incident Action Plan Safety 
Analysis), completed by the Safety Officer 

 The Planning section staff should prepare 
handout size copies of the ICS 215, ICS 234-
CG, and ICS 215A for each attendee   

 Prepare Technical Specialists for their roles 
during the Planning Meeting if applicable.  
Ensure any presentations are concise, to the 
point, and add value to the meeting   

 Prepare any briefing notes needed to effectively 
communicate the Operational Plan to attendees  

 Review the OSC Readiness for Planning 
Meeting Checklist below 

 The Resources Unit Leader will bring the OSC 
completed ICS 213RR-CG’s to sign for the 
needed tactical resources for the next 
operational period. These will be routed to the 
LSC to fill. 

 
Note: Maximize your preparation time in order to 
reassure meeting attendees that your Operational 
Plan is a good one.  Remember, effective 
meetings are mostly the result of effective 
preparation! 
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OSC Readiness for Planning Meeting Checklist 
□ Meeting talking points are prepared. 
□ Ensure linear connection between the assigned 

operational objectives, the ICS 234, the ICS 215, the 
force lay-down on maps/charts, and the Operations 
Section organization chart. 

□ Address alternative strategies. 
□ Ensure Command’s priorities, constraints, and 

decisions been addressed/considered 
□ Ensure that the wall displays are laid out in a manner 

that supports the OSC’s presentation of the proposed 
plan. 

□ Ensure that the materials being presented are 
complete. 

□ Ensure that the OSC has a current picture of the on-
scene operational issues. 

□ Ensure that there is understanding on what the OSC 
and others (Intel, SITL) will brief on. 

□ Ensure that the wall chart(s) used to support the 
briefing are current. 

□ Ensure resources assigned to staging areas address 
contingencies. 

□ Be prepared to present strategic options 
(contingencies) as needed. 

□ Meet with the PSC on last minute issues and discuss 
how the meeting will be conducted. 

□ Anticipate questions and be prepared to address. 
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6.7 Planning Meeting 
In this meeting the OSC provides 
a briefing on current operations 
followed by an overview of the 
tactical plan to achieve the Unified 
Command's, priorities and 
objectives - including strategy, 
tactics/work assignments, 
resource commitment, 
contingencies, Operations Section 
organizational structure and needed support 
facilities, i.e., Staging Areas.  Insert THSP’s into 
this presentation wherever necessary to clearly 
convey the plan. 

 Ensure all attendees have their handouts and/or 
other materials. 

 When introduced by the PSC, begin briefing of 
your operational plan.  Describe the primary 
functions to be performed (SAR, Law 
Enforcement, Salvage, Pollution Response, 
etc…).  Use the ICS 234-CG or ICS 215 to 
discuss the strategies and tactics associated 
with each operational objective.   

 Next, using the map/chart and the ICS 215-CG 
explain the work to be done where, with what, 
and when. 
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 Using the Operations Section Organization 
Chart poster, explain the organizational structure 
to be used to manage the work effort.  
Especially emphasize the role of Deputy OSC’s, 
and THSP’s on scene. 

 Discuss reporting processes, such as critical 
information, progress, and completions.   

 Discuss any interagency issues, and ensure 
your briefing is not to “agency centric”.  Use 
common terms, and limit use of acronyms that 
are agency specific. 

 Be prepared for any Objective level adjustments 
the IC/UC may need to insert due to changes in 
the situation.   

 At the end of the meeting, the PSC issues 
assignments and deadlines to appropriate staff 
members to assure timely and effective IAP 
development. 

 
Planning Meeting Note:  It is sometimes easier to 
complete steps simultaneously during the 
presentation of the proposed operational plan. 
Start with an operational objective, discuss 
strategies (possibly use the ICS 234) and tactics 
(work assignment) from the ICS 215, then show 
the functional element on the map and 
organization chart.  Then, if needed, discuss the 
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associated resources on the ICS 215.  It is simply 
the OSC’s or Command’s preference on how this 
is briefed.  Usually during the first several 
operational periods, it may be necessary to go into 
greater detail, then as some elements of the plan 
become routine, they will not need to be 
addressed in such detail.  Finally, if there are 
numerous entities represented in Unified 
Command, it may be necessary to spend more 
time on detail to ensure everyone has a complete 
grasp of the operational plan. 
 
 
6.8 IAP Preparation and Approval 
The Incident Action Plan is 
prepared, submitted to the Unified 
Command and approved. 
The OSC should be available to 
provide clarification for the IAP 
development team if needed.  The 
OSC reviews the ICS 204’s & ICS 
204A’s as the Incident Action Plan 
is prepared.  The OSC may assist 
the PSC in gaining approval from the IC/UC.  
Finally, the OSC ensures effective distribution to 
key Operations Section personnel. 

 Obtain the ICS 204’s & ICS 204A’s from the 
Resources Unit Leader and conduct a 
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comprehensive review of the ICS 204s using 
8.10 ICS 204 Review Checklist.  See also 8.11 
Example ICS 204-CG Work Assignment, and 
8.12 Example ICS 204A-CG Assignment List 
Attachment. 

 Assist PSC with support & plans. (Salvage, 
lightering, SAR) 

 Assist the PSC, if needed, in presenting the IAP 
to the IC/UC for approval and signature.  Be 
prepared to provide clarification on any detail 
updated since the Planning Meeting. 

 Provide guidance to the Planning Section on 
how many copies of the IAP are needed for 
Operations Section personnel (recommended: 
everyone in a supervisory position). 

 Ensure there is an effective process for 
delivering IAP’s to key Operations Section 
personnel. 

 Ensure personnel receive notification of the time 
and location of the Operations Briefing.  Ensure 
THSP’s (if appropriate) are prepared. 

 Maintain a copy of the IAP in the Operations 
Section to track pen and ink changes during the 
Operational Period. 
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6.9 Operations Briefing 
This 30-minute or less briefing, 
the OSC presents the Incident 
Action Plan to the Operations 
Section Supervisors.  Remember 
the target audience is the 
operations personnel in 
attendance.   

 Ensure all Operations Section 
supervisory personnel are in 
attendance (i.e. DOSC’s, all Branch Directors, 
Division/Group Supervisors, and Staging Area 
Managers). 

 Ensure they all have a copy of the IAP. 

 Using OSC Readiness for Operations Brief 
Checklist and OSC Outline for the Operations 
Brief, prepare for and conduct the Operations 
Briefing.   

 Follow up on operations section personnel 
questions.  Ensure they leave with no questions. 
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OSC Readiness for Operations Brief Checklist 
□ Determine who will conduct the Operational 

Briefing DOSC (on-coming/off-going) or OSC 
(on-coming/off-going) or at least agree on who 
will cover what part of the material. 

□ Develop talking points to cover on-going 
operations (situational awareness, progress 
made, expectations, and any other overall 
issues). 

□ Identify what will be covered in the general 
portion of the Operational Briefing as opposed to 
the DIVS specific portions. 

□ Ensure an adequate number and distribution of 
IAP’s to the Operations attendees. 

□ Identify any last minute (pencil/ink) changes that 
are required of the IAP. 

□ Ensure that the briefer is familiar with the 
use/placement of visual aids. 

□ Evaluate the need for a public address system. 
□ Ensure that the DIVS’s get the front row 

standing area during the briefing. 
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OSC Outline for the Operations Brief  
 

General Briefing Issues – Overarching 
expectations and information 
□ Chain of command 
□ Health Safety Issues 
□ Resources: Ordering Process, Status changes 

and Resupply issues 
□ Critical Information Reporting Requirements and 

Managing sensitive information 
□ Real time work progress reporting 
□ Available Support/Use of aircraft 
□ Accidents/injuries 
□ Environmental issues 
□ ICS 214 Unit Log documentation 
□ End of shift debriefing process 
o Work accomplished 
o Performance issues 
o Proper resource mix  

 
Specific Issues – Tailor briefing to specific division 
or group activity using ICS 204’s/incident chart 
□ Work assignment 
□ Assigned resources 
□ Special instructions 
□ Safety considerations 
□ Radio communications 
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6.10 Execute Plan and Assess Progress 
During this phase the OSC is 
monitoring operations closely to 
ensure the Incident Action Plan is 
being carried out 
effectively/efficiently, and also 
making tactical changes based on 
the dynamics of the incident.   

 One of the ways the OSC can 
assess progress is to get out 
into the field.  If time permits, consider an 
overflight, boat ride or vehicle recon of the 
incident to assess progress. If able, tour the 
work areas as needed to gain solid perspective 
of the effectiveness of the Operational Plan.   

 Conduct an Internal Team Assessment. See 
8.17 Evaluation Criteria for Operations Section 
and 8.18 Personnel Evaluation Criteria for more 
information. 

 Ensure the Situation Unit and Resources Unit 
are capturing and displaying information of value 
to you as the OSC in addition to the other 
information they are managing.  Strive to have 
them assist or take ownership of any SITSTAT 
and RESTAT displays needed for effective 
monitoring of progress by the OSC. 
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 Use this time to with other Command and 
General Staff as needed to ensure effective 
support of the current plan, and to look ahead an 
Operational Period or two.   

 Evaluate Technical Specialist needs or 
performance. 

 Debrief field personnel.  Ensure sufficient 
information is garnered to allow you to carry 
forward a clear operational perspective into the 
next Operational Planning cycle. 

 Begin working with the PSC to revise or develop 
new Objectives for the upcoming IC/UC 
Objectives Meeting. 
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7.0 Demobilize Personnel and Section 
 
7.1 Review and provide input to the 
Demobilization Plan 

 How does the incident determine resources 
ready for demobilization? 

 Time on scene, statutory limitations, etc 

 Identify section personnel ready for 
demobilization in accordance with plan 

 When determined by Command, demobilize 
Section in accordance with plan 

 Final disposition of documentation 

 Breakdown of section spaces 

 Return of accountable property 
 
 
7.2 Supervise demobilization of section 
personnel 

 Provide input to IC/UC for demobilization of 
section personnel 

 Identify section personnel for demobilization.  
Ensure you have requested replacements if 
required. 

 Brief subordinates regarding their pending 
demobilization and process including use of the 
ICS 221, Check-out Sheet 
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 Evaluate and recognize personnel (e.g. awards 
draft and 8.19 ICS 225 Incident Personnel 
Performance Rating) 

 
 
7.3 Supervise demobilization of section 

 Ensure final turnover/disposition of 
documentation 

 Turn in equipment and supplies as appropriate 

 Provide Supply Unit Leader with a list of 
supplies to be replenished 

 Consumables 

 Equipment (computers, radios, GPS, etc) 
Consider replacement in kind 
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8.0 Appendices 
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8.1 Deployment Kits 
 
Personal Deployment Kit 
 

 Uniforms appropriate for the response 
including appropriate footwear 

 Update your family emergency plan (see 
www.ready.gov for details) 

 Emergency contact information 

 Dependent care plan (i.e. wills, powers of 
attorney, etc.) 

 Sufficient medications and/or medical supplies 
for 60 days 

 Pet care plan if applicable 

 Power supply and/or chargers for personal 
communication equipment (i.e. computers, 
cell phones, etc.) 

 Food for 48 hrs (as applicable) 

 Sleeping Bag/Pad (as applicable) 

 

http://www.ready.gov/
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Operations Section Chief Deployment Kit 
# Item 

1 ICS Forms Catalog Book 

1 ICS Forms (MS Word Version) on CD 

100 ICS 201 Incident Briefing 

300 ICS 204 Assignment List 

100 ICS 204A Assignment List Attachment  

100 ICS 207 Organization Chart 

100 ICS 208-CG Site Safety and Health Plan 

200 ICS 210 Status Change Cards 

100 ICS 211Check-In List  

100 ICS 214 Unit Log 

200 ICS 213RR-CG Resource Request Forms 

100 ICS 213 General Message 

100 ICS 214 Unit Log 

300 ICS 215 Operational Planning Worksheet 

300 ICS 215A Work Safety Analysis 

100 ICS 220 Air Operations Summary 

100 ICS 234 Work Analysis Matrix 

6 ICS 215 Operational Planning Worksheet Poster 

6 ICS 234 Work Analysis Matrix Poster 

 Aerial Photographs for Incident Area 

 Charts and Maps for Incident Area 

100 Clips, Butterfly 

1 Combination Lock 

 Contingency Plans (Federal, State, Local) 

12 Dry Erase Markers, Asstd Colors 

3 Easels with poster size paper 

2 Erasers 

12 Highlighters, Asstd Colors 

5 Incident Management Handbook 

2 ICS DIVS Job Aids  

2 ICS OSC Job Aids 

1 Laptop Computer w/internet capability 
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1 Camera 

1 Binoculars 

 Necessary Personal Protective Equipment (PPE) 

100 Flashlights w/chargers 

12 Mechanical Pencils 

250 Paper Clips 

12 Permanent Markers, Asstd Colors 

12 Self Stick Note Pads 

100 Push Pins 

100 Rubber Bands 

5 USB Jump Drive, 1+ GB 

1 Encrypted Hard Drive 

1 Vest, Red, Operations Section Chief  

2 Vest, Red, Deputy Operations Section Chief 

10 Vest, Red, Division/Group Supervisor 

2 Wet Erase Markers, Asstd Colors 

 
Other Equipment:  
Some other equipment that may be useful for 
outfitting the Operations Section space may 
include: 
□ Electronics: (computers, printers, faxes, 

scanners,  and internet access) 
□ Trash cans and shredders 
□ Television and DVD player 
□ Coffee pot and supplies 
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8.2 Functional Interactions 
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8.3 Example Objectives and Strategies 
Response Objectives and Strategies 
Incident Objectives and strategies are essential 
prerequisites to any written or verbal incident 
Action Plan (IAP), and should be established 
expeditiously.  
 
Objectives (Command) – Commands desired 
outcome 
Strategies (Planning and Operations) – How you 
plan to accomplish the objectives 
Tactics (Operations) – What you will use - Specific 
and detailed description of the tactical work 
assignment in order to implement strategies and 
achieve objectives. 
 
Safety 
Typical Safety Objective(s):  

 Ensure the Safety of Citizens and Response 
Personnel 

 Ensure the safety and security of responders as 
well as maximize the protection of public health 
and welfare 

 Continue to place a high priority on safety, risk 
management & monitor for compliance for both 
responders and public 
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 Provide for the safety and welfare of the 
passengers and non-essential crew. 

 
Example Safety Strategies: 

 Identify hazard(s) of spilled material 

 Establish site control (hot zone, warm zone, cold 
zone, and security) 

 Consider evacuations, as needed 

 Establish vessel and/or aircraft restrictions 

 Monitor air in impacted areas 

 Develop site safety and health plan for response 
personnel 

 Ensure safety briefings are conducted 

 Conduct a risk hazard analysis and develop an 
appropriate Site Safety Plan for inclusion in the 
IAP. 

 
Search and Rescue 
Typical Search and Rescue Objective(s):  

 Ensure accountability and provide temporary 
shelter for displaced passengers and crew. 

 Complete accountability of all passengers and 
crew. 

 Locate and evacuate all passengers and crew. 

 Establish medical triage with transport to 
hospital 
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 Complete triage of injured passengers and crew 
and transport to hospital. 

 
Example Search and Rescue Strategies: 

 Conduct role call of passengers and check 
against traveler manifest 

 Conduct role call of ship’s company and check 
against crew list 

 Search all ship’s compartments for passengers, 
muster them at pre-designated debarkation point 
for evacuation 

 Establish first phase triage on quarterdeck and 
second triage staging area ashore at….. 

 Contact local clinics and hospitals as per SAR 
Quick Response Cards and enlist available 
doctors, nurses and EMS personnel for 
assignment at triage locations 

 
Fire/Salvage 
Typical Fire/Salvage Objective(s):  

 Extinguish and overhaul fire. 

 Assess vessel damage/stability, develop and 
implement salvage plan. 

 
Example Fire/Salvage Strategies: 

 Deploy fire teams to (location/assignments).  
Teams to report progress (periodicity) 
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 Once fire is contained and considered “safe” for 
traffic, deploy naval engineer with ship’s 
engineer and ship’s plan to assess damage and 
stability, and develop salvage plan 

 Employ (resources as necessary, i.e. tugs, 
barges, etc.) to conduct salvage in accordance 
with Salvage plan. 

 
Law Enforcement/Port Security/Investigations 
Typical LE/PS/Investigation Objective(s):  

 Ensure scene integrity and evidence 
preservation. 

 Determine cause of incident.  

 Establish accountability and identity of all 
passengers. 

 Establish/Continue enforcement of 
safety/security zone. 

 Establish/conduct shoreline security to coincide 
with incident activities. 

 Implement security communications plan. 

 Ensure that physical security measures (security 
zones, RNAs, etc.) per established MARSEC 
Level are implemented. 

 Verify attainment of established MARSEC Level 
OPSEC measures within the port. 

 Respond to security incident. 
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 Maintain infrastructure and recovery of MTS. 

 Establish/conduct shoreline security to coincide 
with incident activities. 

 
Example LE/PS/Investigation Strategies: 

 Conduct security patrols 

 Adhere to scene integrity and evidence 
preservation protocols as established in (list 
protocols) 

 Conduct incident investigation IAW 
(protocols/directives) to determine cause of 
incident. 

 Identify and implement witness/passenger 
recovery location(s). 

 Establish communications with the public, 
waterway users, commercial vessels, facilities, 
companies, and procedures for communicating 
MARSEC levels. 

 Implement MARSEC Level attainment 
procedures. 

 Enforce physical security measures. 

 Implement OPSEC measures. 

 Establish procedures for responding to 
suspicious activity within the port. 

 Establish procedures for responding to breaches 
of security within the port. 

 Establish and maintain evacuation routes. 
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 Determine area for triage of injured or sick 
persons. 

 Establish site control. 

 Determine security-related resource needs. 

 Ensure operations is informed of security-related 
intelligence. 

 Ensure security clearances are established, as 
necessary. 

 Prioritize each transportation system within the 
port from most to least essential according to its 
importance to the continuity of operations of the 
port. 

 Maintain continuity of operations of the port. 

 Implement procedures for maintaining 
infrastructure integrity. 

 Implement procedures for most efficient 
recovery of the MTS and reopening port and 
affected waterways. 

 Establish linkages to other port plans that 
address recovery of the MTS. 

 
Waterways Management 
Typical Waterways Management Objective(s):  

 Facilitate resumption of commerce.   

 Declare port or critical sections of port safe for 
commerce.   
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Example Waterways Management Strategies: 

 Conduct port assessment and establish priorities 
for facilitating commerce. 

 Develop/implement transit plan to include final 
destination/berth for vessel(s). 

 Conduct safety assessment of port waterways 
and facilities 

 Identify safe refuge/berth for impacted vessel(s). 
 
Oil/HAZMAT Spill 
Typical Oil/Hazmat Objective(s): 

 Control the Source of the Spill  

 Determine oil/HAZMAT fate and effect 
(trajectories), identify sensitive areas, develop 
strategies for protection and conduct pre-impact 
shore debris removal. 

 Contain and recover spilled oil/HAZMAT.  

 Contain and Recover Spilled Material  

 Ensure actions are underway to control the 
source and minimize the volume released. 

 Conduct appropriate shoreline cleanup efforts 

 Remove Oil from Impacted Areas 
 
Example Oil/Hazmat Strategies: 

 Complete emergency shutdown 

 Conduct firefighting 
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 Initiate temporary repairs 

 Transfer and/or lighter product 

 Conduct salvage operations, as necessary 

 Contain/control the source of the spill 

 Deploy oil containment boom at the spill source 

 Deploy containment boom at appropriate 
collection areas 

 Conduct open-water skimming with vessels 

 Evaluate time-sensitive response technologies 
(e.g., dispersants, in-situ burning) 

 Develop disposal plan 

 Clean oiled structures (piers, docks, etc.) 

 Clean oiled vessels 
 
Environmental 
Typical Environmental Objective(s): 

 Maximize the protection of environmentally 
sensitive areas including wildlife and historic 
properties.  

 Maximize Protection of Environmentally-
Sensitive Areas 

 Identify and protect sensitive areas 

 Recover and rehabilitate injured wildlife. 

 Ensure effective containment, cleanup, 
recovery, and disposal of spilled product. 
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 Investigate the potential for and if feasible, utilize 
alternative technologies to support response 
efforts.  

 
Example Environmental Strategies: 

 Establish oiled wildlife reporting hotline 

 Conduct injured wildlife search and rescue 
operations 

 Setup primary care unit for injured wildlife 

 Operate wildlife rehabilitation center 

 Initiate citizen volunteer effort for oiled bird 
rehabilitation 

 Implement pre-designated response strategies 

 Identify resources at risk in spill vicinity 

 Track oil movement and develop spill 
trajectories 

 Conduct visual assessments (e.g., overflights) 

 Develop/implement appropriate protection 
tactics 
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8.4 ICS 234-CG Work Analysis Matrix 
Development 
The ICS 234-CG Work Analysis Matrix is one of 
the most effective tools available to an OSC for 
turning Command direction (objectives) into an 
operational plan.  When using this form to brief the 
IC/UC on the operational plan during the 
upcoming Planning Meeting, Command will be 
much more confident in your efforts if you are able 
to outline the potential contingencies and how you 
plan to address them.  The form has three 
columns, one for Operational Objectives, one for 
Strategies, and one for Tactics/Work Assignments. 
□ Enter an Operational Objective from the list 

provided by the IC/UC. 
□ List all appropriate strategies, including 

contingency strategies for the objective you 
entered in the step above. 

□ List all tactical work assignments necessary to 
support the selected strategy and achieve the 
operational objective. 

□ Repeat the above three steps until all of the 
operational objectives have been completely 
outlined on the form. 

 

Objectives:   Objectives are developed by the 
IC/UC during the Objectives Meeting.  They 
convey what Command wants to get done during 
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a given period of time.  They should be SMART 
(Specific, Measureable, Attainable, Realistic, and 
Time Sensitive). 
**Not all objectives are the responsibility of the 
OSC to implement or complete.  Some are non-
operational objectives, and are often referred to as 
management objectives.  These management 
objectives are carried out by other members of the 
Command and General staff and are not listed. 
 

Strategies: Formal documentation of strategies is 
a must in today's response to "all risk" incidents.  
Selection of strategies by the OSC must be 
properly documented, and the ICS 234-CG is the 
only ICS form that provides a place for them.  The 
potential for litigation associated with any major 
response necessitates that this kind of information 
be properly documented and preserved. 
□ Strategies are "the direction selected to 

accomplish incident objectives, essentially how 
to accomplish the objective". 

□ The PSC along with Technical Specialists 
(THSP) can greatly assist the OSC in the 
preparation of effective strategies.  Additionally, 
strategy information can also be found in various 
contingency plans.  The PSC should bring this 
sort of information to the attention of the OSC 
during this step in the Operational Planning 
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Process so that it can be factored into the 
selection of appropriate strategies. 

 

Typically there is more than one way to achieve an 
objective.  Depending on a particular OSC's 
experience and the circumstances of the situation, 
different OSC's might not identify or select the 
same strategy.  However, in the end the objective 
may still be met, just using a different "how" or 
method.  It is important to document several 
strategies on the form, including contingency or 
"what if" strategies.  Ask yourself "what if": bad 
weather occurs, the vessel starts to sink, certain 
resources are not available, etc. 
 

Tactics/Work Assignments: Tactics are the next 
level of refinement in the operational plan that 
outlines the specific work assignment that 
supports a particular strategy.  On this form it 
should outline clearly the specific task(s) to be 
accomplished, where, when, and with what. 
Essentially, it is the work contract between the 
OSC and the DOSC, Branch Directors, 
Division/Group Supervisors, and Staging Area 
Managers who will be actually doing the work in 
order to accomplish the tasks.  It is important to be 
clear and specific at this point.  This information 
will form the basis of the "work assignment" block 
on the ICS 215, and on the ICS 204's in the IAP. 
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Example of how to complete an ICS 234, Work 
Analysis Matrix 
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8.5 Example ICS 234 Work Analysis Matrix 
 
  



USCG OSC Job Aid  98 

8.6 ICS 215 Operational Planning Worksheet 
Development 
The ICS 215-CG, Operational Planning 
Worksheet, is the second of the primary planning 
tools that the OSC has at his/her disposal.  If this 
planning tool is used properly, it forms the central 
display for conducting the tactics meeting, and for 
developing the Incident Action Plan (IAP) in a 
structured and disciplined manner. 
The Planning Section will support services to the 
OSC during the tactics meeting and is responsible 
for facilitating the meeting and providing the 
information required for blocks 1, 2, 3, and 11 thru 
13 on the ICS 215-CG.  The OSC is responsible 
for providing the information for blocks 4 thru 10 
and 14. 
The blocks below outline the specific information 
that the OSC is responsible for completing: 

 Block 4  Fill in work unit identifiers as displayed 
on the work map i.e.: division, group, staging, 
etc.  The unit identifier for branches is Roman 
Numerals and begins with Roman numeral I, II, 
etc.  Unit identifier for divisions is letters and 
begins with letter A, B, etc.  Group identifiers 
relate to their specific functional assignment, i.e. 
skimming group, lightering group, etc.  The unit 
identifier for staging areas is its geographic 
name, i.e. Ballast Point Staging, etc. 
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 Block 5 Using the ICS 234-CG, identify the 
work assignment to be performed by the sub-
element listed in Block 4.  Each Division/Group 
or other activity has to have very clear 
instructions on what their assignment is.  This is 
a critical point as this information has a 
tremendous effect on the development and 
implementation of the Incident Action Plan.  It is 
also essential for the OSC to clearly understand 
the work assignment before identifying resource 
requirements.  This information will later be 
displayed in much greater detail on the 
corresponding ICS 204 in the Incident Action 
Plan and will be used to brief oncoming 
resources on their assignment.  The Operations 
Section Chief should also have listed some 
contingency strategies and tactics on the ICS 
234-CG that may occur during the planned 
Operational Period.  One way to transfer this 
information to the ICS 215-CG is by assigning 
additional (or contingency) resources to a 
Staging Area.  These contingency work 
assignments are briefly described on the ICS 
215-CG (Block 5) next to the appropriate 
Staging Area, and ultimately in much greater 
detail on the contingency ICS 204's in the IAP. 

 Block 6 Identify the appropriate resources 
required to complete the work assignments.  
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This is where knowledge and experience come 
into play.  What types and how many resources 
will it take to carry-out the identified task, during 
the specified Operational Period.  The OSC 
needs to be aware of different types, production 
rates, and the strengths and limitations of all of 
the resources that are available to them.  First 
select the kinds of resource (capability) and then 
identify the number required (the REQ block 
only) to complete the assigned tasks.  Do not be 
concerned at this time as to the number and 
kinds of resources that may be available for 
assignment.  The Resources Unit Leader 
(RESL) will provide this information after all the 
resources requirements have been identified.  
Do not develop work requirements solely based 
on resources currently on-scene. 

 Block 7  Identify supervisory and technical 
specialist needs: Division/Group Supervisors, 
Branch Directors, Staging Area Managers, 
Assistant Safety Officer, Environmental 
Specialist, etc.  A good job in this area will help 
facilitate the early ordering of supervisory 
personnel needed to manage the planned 
operation. 

 Block 8 Identify specialized equipment and 
supplies: foam applicators, pumps, dumpsters, 
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infrared sensors, special chemicals, radios, 
dispersants, sorbent pads, PPE gear, etc. 

 Block 9 Identify the specific location the 
resources are to report for their briefing and/or 
work assignment.  (ICP, staging area, base). 

 Block 10 Note the time that resources are 
required to be at their reporting location. 

 Blocks 11-13 The RESL will summarize the 
number of resources required by the OSC 
(REQ), number of resources on hand (HAVE), 
and the number and type of resources to be 
ordered (NEED) to meet the Operations Section 
Chief's tactical plan. 

 Block 14 Operations Section Chief signs ICS 
215-CG. 

 
The OSC and PSC should review the ICS 215-CG 
to ensure that the work assignments support the 
response priorities, objectives, and strategies. 
 
The OSC should validate the map/chart prepared 
for the Tactics Meeting to ensure alignment with 
the ICS 215-CG. 
 
Display on an easel an operations section 
organization structure (chart) that is needed to 
manage the planned operation.  It should align 
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with the ICS 215-CG.  This will provide the OSC 
with a good visual perspective of supervisory staff 
and should help to immediately identify any 
staffing shortfalls, or lines of authority/supervision 
issues. 
Logistics will confirm the availability of resources 
needed to meet the timeframes identified on the 
ICS 215-CG.  The Logistics Section Chief will 
likely want to leave the Tactics Meeting with a 
completed copy of the proposed ICS 215-CG. 
After the ICS 215 is complete, the Resources Unit 
Leader will complete ICS 213RR-CG’s (see 8.13 
Example ICS 213RR CG, Resource Request 
Message) for the OSC to sign to request the 
needed resources and will give it to Logistics.  
This is usually done after the Tactics Meeting.  
 
All meeting attendees should consider the ICS 
215-CG for impacts such as safety implications, 
communications effectiveness, etc. 
 
Note:  The ICS 215-CG or Coast Guard version of 
the ICS 215 form is used herein because we 
believe it is the best example of an "all-risk or all-
hazard" version we have seen to date.  If other 
versions (such as the NFES) are used, keep in 
mind they each have different blocks and may or 
may not easily adapt to your circumstances. 
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8.7 Example ICS 215 Operational Planning 
Worksheet   
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8.8 Operations Work Functions Checklist 
 
Functions 
 
Assessment 
Pre-impact beach cleanup 
Safety-Security 
Beach cleanup 
Resource protection 
Product recovery 
Booming 
 Deflection 
 Containment 
Skimming 
Salvage 
Damage assessment 
Search and Rescue 
Mass evacuation 
Apprehension 
Safety/Security 
Investigation 
Firefighting/overhaul 
Triage 
Medical treatment 
Decontamination 
Wildlife recover/rehabilitation 
Law Enforcement 
Evacuation 
Hazardous Materials 
 

Management Units 
 
Division/Group 
Division/Group 
Division/Group 
Division/Group 
Division/Group 
Division/Group 
Division/Group 
 
 
Group 
Group 
Division/Group 
Group 
Group 
Group 
Division/Group 
Group 
Division/Group 
Group 
Group 
Group 
Group 
Division/Group 
Division/Group 
Group 
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8.9 Branch Tactical Planning 

Sometimes the complexity and circumstances 
surrounding a major incident or event necessitate 
consideration of the management technique 
called Branch Tactical Planning.  This technique 
essentially allows the specific tactical work plan, 
and resource allocations to be developed at the 
Branch Director level of the organization. 
 
In order for this technique to be most effective 
there must be a strong link of information and 
support between the Branch and the ICP.  The 
Branch must continually communicate 
information on Branch activities, progress, 
constraints, effectiveness, and support needs.  
The support needs in particular must be 
communicated as soon as they are identified at 
the Branch level in order for the appropriate staff 
elements within the ICP and at Branch facilities to 
address them.  The staff within the ICP must be 
sensitive to the circumstances within the Branch 
and ensure that timely, accurate and effective 
support is provided. 
 
The OSC and PSC will determine if Branch 
Tactical Planning is appropriate for the situation.  
Some examples of circumstances that may lead 
them to use this technique include: 
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□ Classification level of a particular tactical 
operation (e.g., weapons accident) 

□ During the initial phase of an incident, when the 
incident situation is not well known and the 
Planning Section is not robust 

□ The technical qualifications necessary to do 
effective planning resides with the tactical asset 
(e.g. Diving, SWAT, high angle rescue, US&R) 

□ When specialized tactical assets are operating 
off pre-determined Division Assignment forms, 
ICS 204 

□ Geographic separation from the ICP makes it 
impractical to have tactical planning done at the 
ICP 

 
When Branch Tactical Planning is used, the 
Planning Section provides key support to make 
this technique work effectively and efficiently. 
□ Interpretation of Command's Direction 
□ Strategy information 
□ Information from standing contingency plans 
□ Resource and situation status information 
□ Modeling and predication information (including 

weather) 
□ Personnel and materials (maps, diagrams, 

forms, etc.) to support the planning effort 
□ THSP's as needed 
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Branch Tactical Planning Development Checklist 
Planning Section 
□ Resource tracking of Branch assets (e.g., Check-In, 

Demobilization) 
□ Incident situation update requirements (e.g. FOBS, 

situation reporting to the ICP) 
□ GIS mapping capabilities 
□ Modeling (ALHOA, CAMEO, NARAC) 
□ Meteorological forecast 
□ Technical Specialist 
□ Resource ordering of Branch assets (who will do it) 
□ Branch level incident documentation1 
□ Reporting requirements between the Branch and 

Planning (e.g., how often, method used) 
□ Support plan development (e.g., incident evacuation 

plans, decontamination plans) 
□ Contingency plans (e.g., an incident within an 

incident) 
□ Planning support material (e.g., forms, T-cards) 
 
Logistics Section 
□ Incident communications management in support of 

the development of the Incident Action Plan form 
ICS 205, Incident Communications Plan (e.g., 
frequencies assignment, secure communications) 

□ Medical Plan 
□ Identify facilities required to support the Branch 
□ Identify level of incident support facility security 
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Operations Section Chief 
□ Communicates Command's direction (e.g., 

decisions, priorities) 
□ Collection of operational effectiveness reports from 

the Branch 
□ Provides assistance and support in developing 

strategies 
□ Delineation of authority between OSC and OPBD 
 
Air Operations Support 
□ Reporting thresholds (e.g., critical information) 
□ Coordination with other Command and General Staff 

as needed to maximize effectiveness and efficiency 
of Branch operations 

 
Safety Officer 
□ Assignment of Assistant Safety Officer(s) (ASOFR) 
□ Site Safety Plan development and implementation 
□ Management of PPE issue, use, and disposal for the 

Branch 
□ Coordination with Medical Unit Leader and other 

medical entities as necessary to assure most 
expeditious access to medical services for Branch 
personnel 

□ Provide safety input into Branch planning, process, 
and documents 

□ Agreement on the authority of ASOFR's from the 
Safety Officer 

□ Safety reporting requirements back to the ICP  
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8.10 ICS 204 Review Checklist 
The ICS 204 Assignment List is the core of the 
Incident Action Plan (IAP).  It is critical for the 
OSC to ensure each of these ICS 204 forms 
clearly conveys all of the detail necessary for the 
work assignment to be completed effectively and 
efficiently (see 8.11 Example ICS 204-CG Work 
Assignment).  It is highly recommended that any 
additional and/or supporting information needed 
to assist in communicating the work assignment 
be attached to the ICS 204. (i.e. sampling plans, 
specific instructions for a particular process, 
maps/charts/drawings, etc.).  The ICS 204A-CG 
Assignment List Attachment (see 8.12 Example 
ICS 204A-CG Assignment List Attachment) can 
also be used as an attachment to the ICS 204 
itself to provide more detail to the personnel who 
are executing the work assignment. 
 
The Planning Section will prepare the forms.  
However, it is the OSC who must ensure it 
adequately conveys the work assignment as 
he/she will have the best grasp of the detail 
needed for each Operations Section sub-
element.  THSP's may also be helpful in 
completing these forms.  Particularly, when highly 
specialized work activities are occurring such as 
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hazardous materials response, diving operations, 
salvage operations, etc. 
The OSC should appoint a Deputy OSC who will 
be given the responsibility of supervising the on-
going operations during these periods of time 
when the primary OSC is involved in the tasks of 
planning for the next operational period. 
 
Some general things you may want to consider 
when reviewing the ICS 204s are: 
□ Is the information detailed enough for the field 

supervisors to clearly understand what work 
they are required to perform? 

□ Is the work area clearly delineated? 
□ Are specialized tasks conveyed with sufficient 

depth to assure understanding?  Does it 
convey specific work methodology if needed? 

□ Are assigned personnel properly trained and/or 
equipped for the task(s)? 

□ Are the attachments to the form helpful and will 
they reproduce clear enough for use? 

□ If the forms cover multiple work shifts, is it clear 
who works when and where? 

□ Are any support processes (refueling, food, 
consumable gear replacement, etc.) clear to 
field supervisors? 

□ Does the verbiage make sense and is it 
readable? 
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□ Are THSP's roles on scene clearly conveyed? 
ICS 204 Blocks 1 to 9 - information to consider: 

□ Block 1 – The Incident Name should be 
consistent with that established by the IC/UC 
during the Objectives Meeting. 

□ Block 2 - Ensure the Operational Period is 
correct. 

□ Block 3 - The appropriate branch is listed here, 
if applicable. 

□ Block 4 - The properly named Operations 
Section sub-element is listed here (i.e. Staging 
Area, Division A, B, etc., or Functional Group). 

□ Block 5 - Here the key personnel are named 
including rank or title.  Their agency affiliation is 
listed, and the primary contact number (while 
assigned to the response) is listed.   

□ Block 6 - Strike Team/Task Force/Resource 
Identifier is where the resources assigned to 
the sub-element are listed.  Only resources that 
have corresponding “T-cards” tracked by the 
Resource Unit Leader should be listed here.  
Do not list consumables, or other minor items 
of gear (i.e. cameras, handheld GPS units, etc.) 
in this block.   
Leader is where the leader of the resource will 
be listed.  If there are multiple work shifts, list 
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the leaders for each shift. 
Contact Info. #  is for listing the primary contact 
number for the leaders of the resources.  
Ensure they are accurate, and will work 
throughout the work area.   
# of Persons list the total number of people 
assigned to the resource (including the leader).  
This information is vital to the Logistics Section 
for supporting the response effort (i.e. how 
many box lunches, how much personal 
protective gear, etc.). 
Reporting Info/Notes/Remarks list any 
additional information specifically applicable to 
that resource (i.e. on scene endurance, 
specialized support requirements, specific 
reporting requirements, etc.). 
Check Box Place an “X” in this box if there are 
any attachments that specifically apply to that 
particular resource including any ICS 204A-CG 
Assignment List Attachment (see 8.12 Example 
ICS 204A-CG Assignment List Attachment).  
The attachments are where you might list 
consumable supplies (PPE, spare batteries, 
etc.) or specialized gear (digital cameras, 
handheld GPS units, etc.). 

□ Block 7 -  In this block the fully refined work 
assignment is conveyed based on what was 
originally developed in the “preparing for the 
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Tactics Meeting” segment of time.  This is the 
final level of refinement starting with an 
Objective from Command, to what now should 
be a highly refined work assignment.  Often, 
the block is not sufficient in size to 
accommodate all of the necessary information.  
If this is the case, simply write “See attached” in 
the block and attach whatever information is 
needed to completely convey the work 
assignment to the back of the ICS 204-CG or 
attach the ICS 204A-CG form.  Whether it is 
simply text, or other information (i.e. 
maps/charts/diagrams, detailed instructions, 
photos, etc.) do not hesitate to attach whatever 
is needed .  

□ Block 8 -  This block allows for special 
instructions that support the work assignment 
(i.e. special notification processes, media 
guidance, safety information, specialized 
support information for the entire sub-element, 
heavy weather procedures, etc.).  If necessary, 
additional information may be attached to the 
back of the form or attach the ICS 204A-CG 
Assignment List Attachment form. 

□ Block 9 – Name/Function is where the specific 
person such as Safety Officer, or the functional 
network such as Command or Tactical is listed.    
Radio: Freq/System/Channel is where a 
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specific radio frequency, system (i.e. VHF, 
UHF, etc.), and channel for contacting the 
person/function is listed.  Phone a hard line 
phone number is listed for contacting the same 
person/function.  
Cell/Pager allows for a phone number for 
contacting the person/function when they are 
not reachable using the hard line.   
Finally, there is an emergency communications 
section that outlines the radio or phone 
information for contacting medical support, 
evacuation of an injured person, or any other 
emergency contact information needed by the 
sub-element.   
Ensure the Communications Unit leader, Safety 
Officer, and (if assigned) the Medical Unit 
Leader have contributed to this block. 
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8.11 Example ICS 204-CG Work Assignment 
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ICS 204 Instructions 
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8.12 Example ICS 204A-CG Assignment List 
Attachment 
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8.13 Example ICS 213RR CG, Resource 
Request Message 
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ICS 213RR-CG Instructions 
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8.14 Example ICS 214 Unit Log 
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8.15 Example ICS 210 Status Change Card 
A helpful way to provide the Resources Unit 
Leader (RESL) information about changes in 
status of tactical resources is to use the Status 
Change Card.  This provides written 
documentation of the change in status. 
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8.16 Example ICS 215A Incident Action Plan 
Safety Analysis  
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8.17 Evaluation Criteria for Operations 
Section  
 
Field Activities 
□ Work is proceeding in accordance with the IAP 
□ The OSC or DOSC has good grasp of what is 

happening in the operational area 
□ Good progress is being made towards operational 

objectives 
□ Good communications up and down the chain of 

command 
□ Emergency procedures have been established. 
□ Personnel are receiving good briefings before 

beginning their work in the operational area. 
□ Expectations are clearly understood. 
□ Operations Section personnel are working as a team 
□ Sufficient trained personnel to execute tactical work 

assignments 
□ Safety hazards are being appropriately addressed in 

coordination with the SOFR 
□ High risk/hazardous operations are being carefully 

planned for and executed by qualified personnel 
□ Span of control is within acceptable limits 
□ Operations Section field personnel have sufficient 

equipment to execute assignments (i.e. phones, 
radios, digital cameras, GPS units, computers, 
wireless cards, etc.). 

□ Operational facilities (Staging Areas) are adequate 
and effective   
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□ Operations section personnel are able to determine 
if the escalation or de-escalation potential of the 
incident 

□ Operations personnel have adequate access to 
necessary operational areas 

□ There is adequate technical support for the 
operations 

□ Assisting agencies are integrated into the 
organization effectively 

□ Field observers are helping to provide effective 
situational status information from the operational 
area 

□ Aviation assets are being managed safely and 
effectively 

□ The public is out of harm’s way and not impeding 
operations 

□ Operations personnel are aware of private, public or 
agency sensitivities, and are respecting them 

□ Debriefing expectations are understood by 
operations personnel 

□ Observe the optempo of the Section personnel.  If 
they seem overwhelmed, consider the following: 
o Span of Control adjustments 
o Need for Deputies and other support people 
o Need for new sub-element i.e. Division, Group or 

Branch 
□ Observe information flow patterns.  Ensure 

information is flowing continuously between field 
elements and the ICP.  One key measure is the 
accuracy of the Situation Status boards and 
Resource status display and whether they are 
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effective for you as OSC.  Also examine support 
systems that provide food & fuel.  For information 
flow problems, consider the following: 
o Recommend more field observers to collect 

information 
o Recommend more or better communications 

equipment to assure effective linkage between the 
ICP and field work locations  

o Consider working with the Planning Section to 
develop an Information Management Plan 

o Recommend more information collection staff 
within the ICP (watchstanders). 

□ The response environment must be a respectful one.  
Inappropriate behavior and human relations 
violations cannot be tolerated.   
o Observe field personnel and Operations Section 

staff, gauge workplace climate and recommend 
preventative measures where necessary. 

o Consult with IC/UC on necessary steps to take in 
the event of violations. 

□ Ensure responder health and well being is a priority.  
Monitor field personnel to gauge mental health and 
overall well being.  Consider the following actions to 
address mental well-being. 
o Ensure fatigued members are relieved. Often 

times this also means key supervisory personnel. 
o Ensure transit times between lodging and work 

areas are appropriate, and do not endanger 
personnel with long drives to and from work areas. 
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o Ensure field personnel are being properly 
supported (meals, transportation, safety gear, etc.)  
Work with LSC to resolve. 

o Consider adding a Crisis Incident Stress Manager 
as a Technical Specialists for the incident, and 
incorporate into the de-briefing process of workers 
coming off shift. 

o Recommend the IC/UC implement responder 
reward and recognition programs (coins, prizes, 
etc.). 

o Ensure VIPs and dignitaries take time to meet field 
responders and ICP personnel. 

□ Compliment – Praise their actions to date. Try to find 
something that each of your key staff or other 
members of your team has done that is noteworthy. 
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ICP Activities 
□ Command's Operational Priorities and Objectives 

are clear 
□ Command has communicated clear expectations of 

the Operations Section 
□ Command is comfortable with operations activities 
□ The OSC and Command have agreed on what is 

considered critical information, and how it should be 
reported up to the IC/UC 

□ The PSC is able to coordinate the Operational 
Planning Process 

□ Status displays by SITL and RESL are accurate, up-
to-date, and meeting the needs of the OSC, 
Command and other staff 

□ The Incident Action Plan has sufficient, and accurate 
content to support the operation 
o The ICS 204's have task specific, detailed work 

descriptions and/or have detailed attachments 
(maps, diagrams, work plans, hazard info, etc.) 

o The ICS 205 covers all aspects of the operation, 
and includes use of voice and data communication 

o The ICS 206 has been verified by direct contact 
with the hospitals and ambulance service providers 

□ Effective coordination between the OSC and other 
staff 

□ The meeting schedule allows for ample OSC 
coordination of inputs to meetings/briefings 

□ Contingencies or "what if" possibilities are being 
effectively planned for 

□ PSC is forecasting, planning, and preparing for the 
escalation or de-escalation of the incident 
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□ The resource requesting process is smooth, and 
producing timely results 

□ Operations Section equipment is being properly 
maintained, repaired, and/or re-supplied 

□ The Logistics Section is managing an effective 
gear/equipment issue process 

□ THSP's (where needed) are effectively employed 
□ Support plans are developed and thoroughly 

understood by users 
□ Original documents are ending up in the DOCL 

archives (ICS 214's, etc) 
□ Time sheets and other accountability information are 

being sent to Finance 
□ There is a demobilization process/plan in place 
□ The OSC is identifying excess resources and 

supporting the demobilization process 
□ The Planning Section is developing and effectively 

conveying predictions, models, forecasts to the OSC 
and other staff to help achieve success 

□ Meetings and briefings are properly set-up and well 
executed 

□ The best qualified personnel available are assigned 
to fill positions 

□ Documents produced by the Operations Section are 
of high quality 
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8.18 Personnel Evaluation Criteria 
 

 
Crew morale? 
High          Med          Low 

 
Are assignments completed on time? 
 

 
Are injuries exceeding normal operating 
environment? 

 
Is team effectively interacting? 
 

 
Number of unresolved issues passed to 
Command? 

 
Any aggression or frustration by team 
members? 

 
Possible solutions to problems/issues? 
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8.19 ICS 225 Incident Personnel Performance 
Rating 
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ICS 225 Incident Personnel Performance Rating 
Instructions  
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8.20 Operations Section Chief Activities in the 
ICS Planning Process 
 


