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IS-15: Special Events Contingency Planning

Job Aids Manual

PRE-EVENT PLANNING MATRIX

Because responsibilities vary from jurisdiction to jurisdiction, certain risks or hazards are not
always handled by only one agency. This matrix is designed for you to determine the risks
and hazards your agency is accountable for handling and then refer to the corresponding
page in the Job Aids manual. If more than one agency is tasked to respond to the risk or
hazard, some overlap of responsibility may occur. One way to handle this is to place a “P”

in the primary agency position and an "S” in the support agency position. The

responsibilities of each agency must be discussed and decided in the planning stages, not
when an incident occurs. Additional room is provided in the matrix to add agencies or risks

as they may apply.

County Agency

EMS

Emergency
Management

FAA

FBI

Fire

Law Enforcement

Public Health

Public Works

State Agency

U.S. Secret

Service
Utilities
Promoter/
Sponsor

Abandoned
Vehicles Check
page references for
entire list

Airspace
Encroachment

Assault on County
Official

Assault on Federal
Official

Assault on State
Official

Suspicious
Package

Bomb Threat

Building Inspection

Cancellation of
Event

Civil Disturbance w/
Demonstration

Communications

Credentials

March 2005 (Updated May 2010)
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IS-15: Special Events Contingency Planning

Job Aids Manual

County Agency

EMS

Emergency
Management

FAA

FBI

Fire
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Sponsor

Crowd Control

Demonstrations

Dignitary Protection

EMS

Environmental
Hazards

Evacuation of Area

Fire

First Aid Stations

Food Handling

Food Waste

HazMat

Hostage w/o
Terrorism

Human Waste

Kidnapping

Lost Child

Lost and Found

Media Relations

Motorcades

Parking

Permitting

Potable Water
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County Agency

EMS

Emergency
Management

FAA

FBI

Fire

Law Enforcement

Public Health

Public Works

State Agency

U.S. Secret

Service
Utilities
Promoter/

Sponsor

Power Interruption

Security/Governor

Security/State
Department

Security

Structural Collapse

Terrorist act

Terrorist Threat

Ticketing

Traffic Control

Weather Hazards

WMD: Chemical

WMD: Biological

WMD: Radiological

WMD: Nuclear

WMD: Explosive
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SPECIAL-EVENT PLANNING CHECKLIST

Name of Event:

Name of Applicant:

Address: Phone:

City: State: Zip:

Name of Organization:

Address: Phone:

City: State: Zip:

=  For-Profit Organization

= Not-for-Profit Organization
ID Number:

= Insurance for event (Attach a copy to this document.)
= Bond for event (Attach a copy of conditions.)
= Financial Responsibility for Public Services (e.g., police, fire, health, etc.)

Date(s) of Event:

Type of Event

= Arena sporting event
= Competitive road-race

=  Foot
= Bicycle
=  Motor vehicle

Convention

Festival

Live performance

Music

Non-competitive on public way
Political rally

Sales

Speaker

Other:

Expected attendance
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SPECIAL-EVENT PLANNING CHECKLIST (CONTINUED)

Number of similar events previously sponsored
Marketing

Local

Regional
Multiple states
National

Event Web site

Public Access

Open event

Spectators limited to first arrivals
Tickets will be required for all events
Tickets will be required for certain venues

Name of Location Venue:

(Attach summary documents.)

Indoor

Outdoor

Considered an alcohol-free event

Advertised as an alcohol-free event

Alcoholic beverages will be sold or served at venue
Alcoholic beverages will be sold outside of venue

Location venue capacity:

Seasonal weather concerns:

Food Service

None

Multiple vendors
Single concessionaire
Water provided

Health and Safety Inspection

= Issued permit(s)
= Fire inspection
=  Waste disposal plan

March 2005 (Updated May 2010)
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SPECIAL-EVENT PLANNING CHECKLIST (CONTINUED)

Health and Sanitation Plan

= Number of toilet facilities

= Number of trash facilities

= Disposal plan (Attach a copy to this document.)
Medical Plan (Complete and attach ICS Form 206.)
Sponsor responsibility

Public provided

Medical services and facilities notified
First Aid or rehab stations on site

Transportation Plan

= None
= Public transportation

Special routes

Extra capacity

Contract transportation
Emergency routing

Peak period capacity time frame

= Private transportation

Street or highway access:

Vehicle capacity factor:

Peak traffic period factor:

Parking Plan

Number of lots:

Total available spaces

= Public parking spaces

= Private parking spaces (Attach private parking agreements.)

= Parking attendants
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SPECIAL-EVENT PLANNING CHECKLIST (CONTINUED)
Traffic Patterns

Public Works signing

Event will require traffic flow or street closures (If checked, attach complete list.)
Temporary traffic code or parking restrictions (If checked, attach list.)

Traffic direction and control restrictions (If checked, attach list.)

Tow truck service (If checked, attach agreements.)

Abandoned and/or illegally parked vehicle recovery (If checked, attach agreements.)

Incident Action Plan
Attach ICS Forms 201, 202, 203 and 205.
Risk/hazard analysis

= Criminal response
= Fire response

=  Structure
= At site
=  Vehicle

Hazardous materials
CBRNE

Electrical hazards
Medical emergencies

Food-related illnesses
First aid

Heat/cold exposures
Trauma

Overdoses

Structure collapse

Crowd rush

Mass casualty

Mass fatality

Lost or missing persons/children
Unattended packages

Crowd dispersal

Offender identification

Public notification process (ICS Form 205 required)
Access control

Evacuation routes

Evacuee assembly areas
Shelters
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SPECIAL-EVENT PLANNING CHECKLIST (CONTINUED)

Event Logistics

Support
Facilities

Food Unit
Communications
Ground Support
Air Support
Medical Unit

Demobilization Plan

Traffic or pedestrian egress from site
Secondary transportation plan
Sanitation removal

Venue cleanup

Traffic pattern normalization
Contractual evaluation

= QOrganizer commitments
= Other public or private contracts

Debriefing
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Event Details

Name of Event:

PROMOTER/SPONSOR CHECKLIST

Date(s) of Event: From: __/ /  To: /
Event Time: Start: Finish:
Site:
Site Address:
Promoter:
Event Manager:
Address:
Contact: Phone: Fax:
After/Hours: Cell:
E-Mail: Pager:
Site preparation start date: / / Site vacated date: /
Brief details of function (including entertainment and main attractions):
March 2005 (Updated May 2010) Page A-9
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)

Sponsorship details (including any restrictions):

What Legislative, Regulative, and Legal Issues Need to be Addressed?

State legislative/regulative requirements:

Local legislative/regulative requirements:

Permits required: (for example, liquor, pyrotechnics, fire, laser, food):

Engineering approvals:

Insurance required:
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)

Reimbursement considerations for public agency involvement costs due to event:

Site Details

NOTE: Include details such as: Indoor/outdoor, normal use, permanent structure,
temporary site, multiple sites, site boundaries, temporary structures, natural features, likely
hazards including weather, historic sites, environmental issues, parking arrangements, access
and egress. Include facilities, such as: Water, toilets, food preparation, waste removal.
(Attach diagram or site map.)

Estimated total attendance:

Estimated age composition of audience:

0 - 12 years: % of total audience
12 - 18 years: % of total audience
18 - 25 years: % of total audience
25 - 40 years: % of total audience
40 - 55 years: % of total audience
55 years and above: % of total audience
March 2005 (Updated May 2010) Page A-11
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)

Admission will be by: Pre-sold ticket Free Other: Please specify)

Has this event been conducted previously?  YES / NO

If yes, when?

Where?

Event Manager:

Contact phone: Fax:

If no, please detail the changes:

What effects will the changes have?

Key Stakeholders
Name Phone

State Government Dep't.(s):

Local Council(s):

Neighboring Councils:

Police:

Ambulance Service:

First Aid Service:

Fire Service:
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)

Hospital/Medical Services:

State Emergency Service:

Security Personnel

Liquor Licensing

Local Hotel and Businesses:

Transportation Authority:

Neighbors:

Other:

Other:

Time frame necessary for contact with stakeholders:

A full briefing of all of the above stakeholders is planned for (date)

at (venue).

Event Communications
During the event what form of communication systems will be available/provided/required for:

= Event management:

= Public address (internal):

= Public address (external):

= Emergency services:

= Coordination requirements:

March 2005 (Updated May 2010) Page A-13
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)

Event Promotion and Media Management

Can the promotion ticketing and publicity for the event include messages that clarify the focus

of the event (for example, family fun, sporting contest, musical entertainment)?

Event Web site

The focus of the event is

The event promotion and publicity will promote:

Safe drinking practices

Don't drink and drive

Intoxicated and underage persons will not be served alcohol
Bags may be searched or restricted

Glass containers permitted

Water will be freely available

Availability of “wet” and “dry” areas

Location of facilities included on ticketing

Health care advice included on ticketing

Smoke-free environment

Security

Which type of security will be appropriate for the event?
Who will be the appropriate security firm to be contracted?
Event security would commence on / / and conclude on

What will be the role of security?

YES / NO
YES / NO
YES / NO
YES / NO
YES / NO
YES / NO
YES / NO
YES / NO
YES / NO

YES / NO

/
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)
Have relevant police departments been contacted in relation to security?  YES / NO

If yes, what will be required of the police?

When will a briefing/debriefing be held involving police, security, bar staff and licensing
personnel?

(Date before Event) (Date after Event)

Will a briefing of all personnel and officials be provided regarding helping patrons with
amenities and services?

Who will pay for event security costs, including overtime?

Signage

What signage, including those required under the local liquor laws, will need to be developed
and obtained?

Will there be signhage in languages other than English?  YES / NO
Transport
Does a transportation strategy need to be developed? YES / NO

List the departments, councils and/or agencies that are likely to be involved in developing this
strategy.

Name: Organization:
Name: Organization:
Name: Organization:
Name: Organization:
March 2005 (Updated May 2010) Page A-15
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)
Access and Egress for Patrons

What provisions can be made for patrons to access, move around, and leave the event venue
without excessive queuing, or crushes (for example, gate control, pathways, free space)?

Will patrons be able to access toilets, food and bar areas, and entertainment sites without
difficulty? YES / NO

In an emergency, will patrons be able to leave the venue or move to other areas within the
venue in reasonable safety? YES / NO

Comments:

Access for Persons with Disability

What provisions need to be made for persons with a disability to access and move around the
event venue?

Will persons with a disability be able to access toilets, food and bar areas, and entertainment
sites without difficulty?  YES / NO

In an emergency, will persons with a disability be able to leave the venue without significantly
impeding the movement of other patrons?  YES / NO
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)

Comments:

Noise
What provisions can be made to minimise the level of noise at and around the event?

1.

2.

3.

4,

5.

Management of Alcohol
Are there any standard conditions of the licensing permit?  YES / NO

If YES, what are they?

How will event personnel, specifically bar and security personnel, be trained and informed of
the State and local statutes/ordinances and made aware of the responsibilities and penalties?
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)

What types of alcohol (for example beer, wine, and liquor) and other drinks will be available at
the event?

In what types of containers will alcohol and other drinks be available (for example, glass, can
or plastic containers)?

What provisions will be made for the collection of drink containers during and after the event?

What will be the pricing structure for alcoholic and non-alcoholic drinks?

Is it anticipated that the pricing structure will discourage patrons from becoming unduly
intoxicated? YES / NO

Can the event publicity, ticketing, and signage inform patrons of the restrictions on alcohol
including that alcohol will not be served to minors and intoxicated people?  YES / NO

Can some, if not all, bars be shut prior to the end of the entertainment? YES / NO

If the event is “"Bring Your Own Bottle” BYOB, what provisions can be made to prevent
glass-related injuries, underage drinking, and excessive intoxication?

If the event is not BYOB, what provisions can be made to prevent alcohol from being brought
into the venue?
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)

If there are to be designated drinking areas, will they be adequate in size and number and
supported by toilet facilities to cope with the expected size of the crowd? YES / NO

Will there be dry areas for families, entertainment, and food? YES / NO

Will the event provide the following facilities to encourage responsible drinking by patrons?

= Free drinking water YES / NO
= Cheap non-alcoholic drinks YES / NO
= Range of quality food YES / NO
*= Shade or cover YES / NO
= Safe drinking information YES / NO
= Quality entertainment YES / NO
= “Wet” and “Dry” areas YES / NO

Other Drug Use

Is it possible that drugs, including marijuana and amphetamines, may be
available and used at this event? YES / NO

List any drugs and related information known from previous experience:

What provisions can be made to address this drug use?
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)
Medical

What level of medical service is considered necessary, and for what duration?

Who can provide this service?

What will be the cost of the service?

If it is not a local provider, what arrangements have been made to coordinate with the local
ambulance service?

What facilities will the medical service require (including helipad)?

How can these be provided?

Animals

If the event involves animals, what arrangements will be necessary for their management,
care, and well being?
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PROMOTER/SPONSOR CHECKLIST (CONTINUED)

If the event may affect animals, what arrangements will be necessary for their management,
care, and well being?

Briefing/Debriefing

A final briefing of stakeholders is planned for weeks prior to the
event.

A debriefing will be conducted with all stakeholders within days of the event.
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APPROVING AUTHORITY CHECKLIST
Event Details
Name of Event:

Requested Date(s) of Event:  From: / / To: / /

Request Event Time: Start: Finish:

Requested Site:

Site Address:

Promoter:

Event Manager:

Address:

Contact: Phone: Fax:

After Hours:

Requested site preparation start date: / /

Suggested site vacated date: / /

Brief details of function (including entertainment and main attractions):
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APPROVING AUTHORITY CHECKLIST (CONTINUED)

Legal Requirements

Does the application:

= Comply with State and Local legislation/regulations/codes? YES / NO
= Provide for adequate general public liability insurance? YES / NO
= Provide for adequate liability insurance for a major incident? YES / NO
= Need to post a bond to cover contingencies? YES / NO

Licenses/Permits

Does the application require:
= Liquor licensing? YES / NO
= Road closures/restrictions? YES / NO
* Food outlet licenses? YES / NO
= Health care licensing? YES / NO
= Fire Inspection? YES / NO
= Fireworks/pyrotechnics permits? YES / NO
= Any other:

Site

Is it appropriate for the type of event? YES / NO

Are there multiple sites involved in the event? YES / NO

Comment:

Indoor/outdoor:
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APPROVING AUTHORITY CHECKLIST (CONTINUED)

Permanent structure or temporary site:

Normally used for this type of event? YES / NO
Normally used for large crowds? YES / NO
Topography:

Any effect on neighboring communities? YES / NO
Suitability for camping facilities? YES / NO

List any environmental issues (green, flora, fauna, historic site):

List any natural features likely to be hazardous (river, dam, long grass, forest):

Anticipated crowd number of attendees:

Is site large enough for expected crowd? YES / NO
Tickets being pre-sold? YES / NO % Of Attendance
Tickets sold at the gate? YES / NO % Of Attendance

Other means of limiting crowd:

Page A-24 March 2005 (Updated May 2010)
-100-



IS-15: Special Events Contingency Planning
Job Aids Manual

APPROVING AUTHORITY CHECKLIST (CONTINUED)

Type of crowd expected (young, old, family, unruly):

Is water available at site? YES / NO

Quality of water:

Quantity of potable water:

Probability of sabotage of water? YES / NO
Comment:
Fixed sewerage? YES / NO
Adequate sewerage capacity? YES / NO
Comment:

Other utility supplies (power, gas):

Will they be adequate?

Will emergency water supplies be required? YES / NO
Will emergency water supplies be supplied? YES / NO
Will emergency water supplies be available? YES / NO
Comment:

Will emergency electricity supplies be required? YES / NO
Will emergency electricity supplies be supplied? YES / NO
Will emergency electricity supplies be available? YES / NO
March 2005 (Updated May 2010) Page A-25
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APPROVING AUTHORITY CHECKLIST (CONTINUED)

Comment:

Will emergency gas supplies be required? YES / NO

Will emergency gas supplies be supplied? YES / NO

Will emergency gas supplies be available? YES / NO

Comment:

Emergency Services/Key Stakeholders

Has applicant consulted and gained support/approval from:
= State/Local Government Departments? YES / NO
= If yes, list by abbreviation:
= Police Department? YES / NO
= Ambulance Service? YES / NO
= First Aid Service? YES / NO
= Fire Department? YES / NO
= Medical/Hospital Facilities? YES / NO
= State Emergency Service? YES / NO
= Transportation Authorities? YES / NO
= Liquor Licensing Court? YES / NO
= Neighboring Communities? YES / NO
= Neighbors/Community Association? YES / NO
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APPROVING AUTHORITY CHECKLIST (CONTINUED)

Other:

Other:

Have emergency management plans been prepared?
Have contingency plans been prepared?
If NO, are they necessary?

If they are necessary, who will coordinate the preparation?

YES / NO
YES / NO

YES / NO

Security
Is special security being provided?

If YES, who is providing it?

YES / NO

If NO, is it considered necessary?

Is the provider licensed to provide the service?
Event Safety Issues

Natural

Weather (rain, wind, heat, cold):

YES / NO

YES / NO

Terrain (cliffs, creeks, reclaimed land):

Environmental

Animals, forests, pollens, pests, flora, fauna, historical:
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APPROVING AUTHORITY CHECKLIST (CONTINUED)

Technological

Utility lines, noise, lighting, access and egress:

Human

Alcohol, hysteria, nuisance, neighbors, fire:

Event

Pyrotechnics, lasers:

Access/Egress—Parking

Are road access and egress suitable? YES / NO
Are road access and egress suitable in all weather? YES / NO
Are road access and egress adequate? YES / NO
Will special traffic control be required? YES / NO
Is sufficient suitable off-road parking available? YES / NO
Will emergency services have continual access and egress? YES / NO

In the event of a major emergency, do access and egress allow for
emergency services? YES / NO

Food

See Job Aids Food Vendor Information Sheet and Catering Inspection Checklist for Food
Vendors.
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APPROVING AUTHORITY CHECKLIST (CONTINUED)
Toilets
What is the anticipated crowd mix of male and female attendees (by percentage)?
__ MALE __ FEMALE
How many fixed-toilet facilities will be available?
__ MALE TOILETS
__ URINALS
__ MALE SHOWERS
__ FEMALE TOILETS

FEMALE SHOWERS

__ DISABLED

Will separate toilet facilities be available for food vendors? YES / NO
Will separate toilet facilities be available for medical attendants? YES / NO
Are there sufficient toilet facilities? YES / NO
If NO, what additional requirements will therebe? _ MALE TOILETS

__ URINALS

__ MALE SHOWERS

__ FEMALE TOILETS

__ FEMALE SHOWERS

_ DISABLED
Will the current sewerage system cope with the extra demand? YES / NO
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APPROVING AUTHORITY CHECKLIST (CONTINUED)

If NO, what additional requirements will there be?

Where additional requirements are unserviced, can service trucks gain
easy access? YES / NO

What servicing of toilets will be provided during the event?

What, if any, plumbing maintenance will be available onsite?

Garbage and Water Removal

Number of garbage bins available __ PublicUse
_____ Food Outlet Use
__ Medical Facility Use

Type of garbage bins (including for sharps, wet, dry, hazardous):

Program for emptying garbage bins:

Program for removal of site garbage:
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APPROVING AUTHORITY CHECKLIST (CONTINUED)

Restoration After Event

Arrangements for site cleanup:

Arrangements for cleanup of surroundings (including access and egress roads):

Arrangements for refund of bond money, if applicable:

Camping Areas (where applicable)

What is the proximity to property boundaries?

NORTH yards SOUTH  vyards

EAST yards WEST yards

What is the requested population density of the camp?

What is the requested maximum population for each site?

maximum persons per site

What separation is planned between sites?

Persons per acre

minimum yards between rows

What emergency access and egress will be available?
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APPROVING AUTHORITY CHECKLIST (CONTINUED)

What toilet and personal hygiene facilities will be available within campsite?

______ MALE TOILETS ___ FEMALE TOILETS
______URINALS

_____ MALE SHOWERS _____ FEMALE SHOWERS
__ DISABLED TOILETS ____ DISABLED SHOWERS

What water supply is available?

Is it potable?

Can you estimate whether this is sufficient? YES / NO

Comments:

What garbage bins are available?

Can you estimate whether this is sufficient? YES / NO

What waste disposal arrangements are being made (including wet, dry, sharps, sewage)?

Site Plan

Camp site plan available (including access and egress for emergency vehicles, access and
egress for service vehicles, parking areas, camping areas, humbered camp sites, toilet and
personal hygiene facilities, water points, trash bins, food venues, First Aid/Medical facilities,
any other related facilities). YES / NO
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Foob VENDOR INFORMATION SHEET
(one required for each vendor)

(To be provided to the local health authority)

Name of Vendor:

Point of Contact:

Business Address:

Business Phone: Business Fax:
POC Phone: POC Mobile:
POC Pager:

Main purpose of business:

Is a menu attached, indicating the full range of food to be provided? YES / NO
Indicate which of the following foods you sell directly or will be using as ingredients:
= Milk/milk products YES / NO
= Poultry YES / NO
= Salads/rice dishes YES / NO
= Egg products YES / NO
= Fish/fish products YES / NO
= Raw meat YES / NO
= Ice cream YES / NO
= Shellfish YES / NO
= Cooked meat YES / NO
Other (specify):
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FooD VENDOR INFORMATION SHEET (CONTINUED)

Type of operation:

= Stall YES / NO
= Mobile unit YES / NO
= Stand YES / NO
= Tent YES / NO

Other (specify):

Indicate the type of equipment to be provided/used on site:

= Refrigeration YES / NO
= Freezer YES / NO
= Qven YES / NO
=  Deep fryer YES / NO
= Microwave oven YES / NO
= Sink YES / NO
* Wash hand basin YES / NO
= Grill YES / NO

Other (specify):

Are fire extinguishers provided at each site? YES/ NO

What kind/type?:

Indicate power sources:
= LPG (propane) YES / NO
= Electrical generator YES / NO

Other (specify):
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Foob VENDOR INFORMATION SHEET (CONTINUED)

Is the food to be prepared or stored in premises other than the temporary food premises or
vehicle? YES / NO

If YES, please state the address:

Will food be delivered to the site by a separate supplier? YES / NO

If YES, what arrangements will be made for receipt of those goods?

Have you or any of your staff completed a food handler hygiene course? YES / NO

If YES, when and where:

Vendor Point of Contact signature:

Date:

Location of vendor in event footprint
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CATERING INSPECTION CHECKLIST FOR FOOD VENDORS
The establishment of a temporary catering facility can mean working in less-than-ideal

conditions. The following checklist will provide guidance on minimum requirements for this
type of event catering.

Setting Up

Food service operation is licensed or registered in accordance with State/local requirements.
YES / NO

The appropriate permit has been obtained from the State/local authority where the event is to
be held. YES / NO

The area for which the permit is valid is clear, that is, the location where the vendor can set
up? YES / NO

Staff Training
Staff are trained in food handling and food safety. YES / NO

Staff have been instructed on machinery operation, food preparation routines and occupational
health and safety matters. YES / NO

There are clear guidelines for staff about what to do if problems occur (who to contact and
appropriate contact numbers). YES / NO

Food Handling

All food handlers carry out hand washing thoroughly and regularly, particularly:

= Before commencing work and after every break YES / NO
= After visiting the toilet YES / NO
= After handling raw food YES / NO
= After using a handkerchief or tissue or touching nose, hair or YES / NO
mouth
YES / NO
= After handling trash
YES / NO
= After smoking
Correct food temperatures can be, and are, maintained. YES / NO
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CATERING INSPECTION CHECKLIST FOR FOOD VENDORS (CONTINUED)

Food is cooled rapidly under refrigeration in trays not more than 4 inches deep YES / NO
Tongs are provided and used where possible for food handling. YES / NO
Gloves, if used, are changed regularly. YES / NO
Food is thoroughly cooked. YES / NO
Food is protected from dust, insect pests, and other contaminating matter. YES / NO
Staff wear suitable, clean clothing and have long hair tied back. YES / NO
Food on display on counters is protected from contamination from the public

by use of covers or guards. YES / NO
Condiment area is checked and cleaned regularly. YES / NO
Food Storage

Sufficient refrigeration space is provided to cope with peak demand. YES / NO
Refrigerated storage temperatures can be maintained during peak loads. YES / NO
Raw foods are stored below cooked or ready to eat foods. YES / NO
Food containers are covered. YES / NO
Food is stored off the floor on pallets or shelving YES / NO
Frozen food is thawed on the bottom shelf in the refrigerator or under cold

running water. YES / NO
Dry food storage space is adequate for peak loads. YES / NO
Dry foods are protected from dust and insect pests and rodents at all times. YES / NO
Hot food storage is in accordance with applicable standards. YES / NO
Cold food storage is in accordance with applicable standards. YES / NO
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CATERING INSPECTION CHECKLIST FOR FOOD VENDORS (CONTINUED)
Food Transport
Transport times are kept to a minimum. YES / NO
Food temperatures are met at all times during transport. YES / NO
All foods are protected from dust, pests, chemicals, and other contaminating matter. YES / NO
Cleaning and Sanitizing
Cleaning cloths are replaced frequently. YES / NO

Equipment and surfaces used for the preparation of raw foods are cleaned and sanitized before
further use. YES / NO

Sanitizers are appropriate for use in the food industry and are used in accordance with the
manufacturers’ directions. YES / NO

Packaging and Labeling

All prepackaged foods are labeled in accordance with United States Food and Drug
Administration nutritional requirements. YES / NO

Waste Management
Waste is removed regularly from food preparation areas. YES / NO

Putrescible (decomposable) waste removed from food preparation areas is placed in bins with
tight-fitting lids.

Capacity to store sullage waste is adequate or connection to the sewer is maintained without
leakage. YES / NO

Infectious Diseases
All staff are required to report any gastrointestinal type illness to the supervisor. YES / NO
A register of staff illness is kept by the supervisor. YES / NO

Staff are not permitted to work while they have symptoms of gastrointestinal iliness or in the
acute stage of a cold or flu-like illness. YES / NO
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CATERING INSPECTION CHECKLIST FOR FOOD VENDORS (CONTINUED)

Safety

The workplace is safe, that is, there are no trip hazards, no unprotected hot zones, and no

unguarded equipment. YES / NO

Fire precautions are followed and fire safety devices are to the satisfaction of the fire

authority. YES / NO

Food handlers have contact details for all necessary personnel in case of problems occurring.

YES / NO

A list of appropriate contact details is maintained and accessible. YES / NO

For example,
= Event organizer YES / NO
= Environmental health officer YES / NO
=  Plumber YES / NO
= Electrician YES / NO
= Refrigeration mechanic YES / NO
= Alternative refrigeration suppliers YES / NO
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UTILITIES DEPARTMENT VENUE ASSESSMENT CHECKLIST

Electrical—Ground Fault Interrupter and National Electrical Code (NEC) Standards

Back-up generator with fuel supply
Emergency lighting and exit signs

Clearly marked distribution and disconnect
Key personnel ID (photo and briefing)
System security

Alternate electrical sources

Alternative Fuels

= Valves and emergency shutoff
= Pilotless ignition

Isolation of Subsections of System

= Hood

= Carbon monoxide (CO) monitors

= Waste oil storage

= No interior storage of, or use of, unapproved systems
HVAC

= HVAC engineer on duty

= Reversible system?

= Back-up power for system
Telecommunications—E-911

Emergency system access (coded)
Event primary PSAP identified

Uninterruptible Power Supply (UPS)

= Adequate number of lines, with locations clearly marked

= Amplified receivers (ADA)
= System priority lines

Page A-40 March 2005 (Updated May 2010)

-116-



IS-15: Special Events Contingency Planning
Job Aids Manual

UTILITIES DEPARTMENT VENUE ASSESSMENT CHECKLIST (CONTINUED)
Water

= Fire water system - Fire Department Connection (FDC)
= System grid established
= Potable water - locations, security, markings identified

Sanitary Sewer

Adequacy

Pre-event inspection

Portable units, as needed, with servicing established

Have formulas regarding toilets (male and female) been followed? (See Chapter 2 in this
manual for toilet facility suggestions.)
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PuBLIC WORKS DEPARTMENT CHECKLIST
Street/Drainage Division

= Barricades, traffic cones and jersey barriers.
= Transport water tankers as necessary.
= Assure sidewalks are clean and in safe condition.

Traffic Engineering Operations Division.

Review the traffic event management plan submitted by the event manager.
Coordinate with the Police Department regarding traffic flow patterns.
Timing of signals changes to maximize traffic flow.

Regional traffic management plan.

Animal Control Division

= Back-up program to respond to the event as necessary.

Solid Waste Management Division

Collection of site debris.

Sweeping of site and adjacent roadways.

Litter control and disposal.

Coordination with the Health Department concerning debris removal from food serving
areas.

Parking Operations/Enforcement Division

= Review parking program and offer assistance.
= Coordinate with mass transportation organization regarding pick-up point parking.

Engineering Division

= Coordinate with organizations involved in the event to review the site and the layout of
the various program.

=  Work with the Building Inspections Division to coordinate the planning for the event.

Regional Mass Transportation Division

= Establish timely schedules for shuttles.
= Review the fees and charges for providing services.
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PuBLIC WORKS DEPARTMENT CHECKLIST (CONTINUED)

Forestry/Horticulture Division

= Protect the landscaping in year-round planter areas from public damage.
= Inspect trees and large shrubbery for trimming as required to accommodate event
security concerns and to ensure the public welfare of the event attendees.

Parks and Recreation Division
= Schedule personnel to support activities in the event area.

=  Work with vendors in supplying the needed support for the event.
= Arrange for special events coordination with the children’s area.
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BUILDING DEPARTMENT VENUE ASSESSMENT CHECKLIST

Occupancy

Type:

Overload:

Seating: (quality, quantity, state of repair, fixed, and portable)

Stairs/Ramps:

Handrails-size and capacity:

Adequate Exits

Number:

Capacity:

Parking

Spaces:

Location:

Storage

Square feet:

Location:

Hazardous Materials

Use:

Storage:

Kind/type:

Security concerns:

Page A-44

-120-

March 2005 (Updated May 2010)



IS-15: Special Events Contingency Planning
Job Aids Manual

BUILDING DEPARTMENT VENUE ASSESSMENT CHECKLIST (CONTINUED)

Auxiliary Power

Type:

Capacity:

Facility Use

Type:

History:

Building Inspection History

Date of last building inspection:

Date of last fire inspection:

Correction of violations:

Date of last elevator/escalator inspections:

Slip/trip/fall hazards present?:

Documentation/Monitoring

HVAC Adequacy

Tons per square feet:

Plan Review and Walk-Through Inspection with Fire Department Code
Enforcement Officer

Building Suppression Systems:

ADA Compliance:

Coordinate Security of Structurally Vulnerable Areas with Law Enforcement
Agency

Catwalks, balconies, and stages:
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BUILDING DEPARTMENT VENUE ASSESSMENT CHECKLIST (CONTINUED)

Building Owner Contact Information

Name: Phone:

Address:

Billing Address:

Liability Insurance:
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PuBLIC HEALTH DEPARTMENT VENUE ASSESSMENT CHECKLIST

Buildings and Facilities

= HVAC/Air quality

= Inspections - water, food vendors

Sanitation

Waste Disposal

Type:

When/how often:

Water

Quality: (potable):

Quantity: (potable):

Quantity: (non-potable):
Hot Water

Quality:

Quantity:

Cleaning Agents

Types, use, quantity

Toilets - fixed, portable, quantity, cleaning, inspection, and servicing
Floors - nonslip, drains, and cleanup
Cleanup - trash, sweeping, mopping, grass, and dust control
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PuBLIC HEALTH DEPARTMENT VENUE ASSESSMENT CHECKLIST (CONTINUED)
Food—General

= Licenses - fixed and temporary
= Fire extinguishers

Food—Ice and Water

= Vector control

Food—Refrigeration/Storage

= Inspection - cleanliness, temperature, off the floor
Food—Cooking

= Devices - fuel, temperature, hot/cold, thermal, exhaust
Food—Handling

= Staff training (hygiene, cross contamination, etc.)
Food—Power Supplies

= Power Cord - ground fault interrupter
Food—Generators

Fuel

Refueling

Exhaust
Operators

Sneeze Shields/Covers

First Aid Kits
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FIRE SERVICES VENUE ASSESSMENT CHECKLIST

Exit Doors

= Appropriate number
= Appropriate locations
= Appropriate size

= Appropriate operation

Appropriate markings
Avenues of Egress

= Sufficient width
= Adequate accessibility

Exit Route Markings

Sufficient size
Sufficient numbers
Understandable
Emergency lighting

Notification Systems

Smoke

Heat detectors
Pull boxes

Fire watch
Carbon monoxide

Automated Fire Protection

Sprinklers
Zones
Grids
Hoods

Manual Fire Protection

= Extinguishers
= Hose lines
= Connections

On line and functioning, monitored detection systems
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FIRE SERVICES VENUE ASSESSMENT CHECKLIST (CONTINUED)

Fire Department Connections

= Sprinkler: locations

= Standpipe: locations

Fire Department Response

= Time
= Size of assignment

Fire Spread Ratings of Stage Materials

Pyrotechnic Safety Used in the Show
Permit obtained? YES / NO
Licensed show provider? YES / NO

Other?:

Need for On-Duty Inspector and Technical Expert for HVAC System

Develop, Review and/or Update Plan for Event Site/Buildings

Ensure Occupancy Load is Posted and Not Exceeded

Fire Lane Marked and Kept Clear

911 System Access:

Handheld radio / cellular phone / landline (NOT pay phone)
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LAW ENFORCEMENT VENUE ASSESSMENT CHECKLIST
Crowd Control/Site Security

Access by the public:

Access by VIPs:

Access by emergency services:

Secondary route:

Security concerns:

Demographics of Spectators and Participants

Age:

Mobility:

Numbers:

Attitude:

VIP’s to attend:

Patrols

Uniformed:

Non-uniformed:

Other security:

Intelligence contact: (Joint Terrorism Task Force (JTTF), etc.)
Traffic

Control: access/egress

Concerns:
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LAW ENFORCEMENT VENUE ASSESSMENT CHECKLIST (CONTINUED)

Alcohol

= None
= Limited access (such as beer gardens):

= Distributing locations on event footprint
Incident Command Post

Location and contact information:

Closest mutual aid resources if required?

Promoter background investigation completed?
Surveillance: (closed-circuit television, locations, etc.)
Credentialing required?

Meals/lodging arrangements made for staff, if required?
Overtime considerations addressed?

Arrest/booking process identified?

Special teams required? (SWAT, EOD, K-9, etc.)
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EMERGENCY MEDICAL SERVICES VENUE ASSESSMENT CHECKLIST

Event Type

Hazards:

Vulnerabilities:

Environment

Indoor/Outdoor:

Climate:

Alcohol/Drugs:

Demographics of Spectators and Participants

Age:

Mobility:

Numbers:

Attitude:

VIPs:

Transportation

Access/Egress:

Americans with Disabilities Act (ADA) Compliance:

Internal/External:

Facility

Visibility/Lighting:
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EMERGENCY MEDICAL SERVICES VENUE ASSESSMENT CHECKLIST (CONTINUED)

Fixed or Festival Seating:

Layout:

ADA Compliance:

Communications

Internal:

External:

Aid Station on Site YES / NO
Number:

Staffed for event? YES / NO
Mobile teams to be used YES / NO
Foot: YES/ NO Number:

Bike: YES/ NO Number:

Carts: YES / NO Number:

Other: YES / NO Number:
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HAZARD VULNERABILITY ASSESSMENT

Frequency Distributions

The planning team should assign a frequency distribution for each type of hazard identified
in the Rating Worksheet. A frequency distribution categorizes the jurisdiction’s exposure to
each hazard (that is, the likelihood of occurrence for each type of hazard). Exposure can be
assessed in terms of cycles, hours, or years. The definitions of frequency distribution are
shown in the table below.

Exposure Frequency
Highly likely = 3 The potential for impact is very probable (near 100 percent) in the
next year.
Likely = 2 The potential for impact is between 10 and 100 percent within the
next year.
or
There is at least one chance of occurrence within the next 10 years.
Possible = 1 The potential for impact is between 1 and 10 percent within the next
year.
or
There is at least one chance of occurrence within the next 100 years.
Unlikely = 0 The potential for impact is less than 1 percent in the next 100 years.
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HAZARD VULNERABILITY ASSESSMENT (CONTINUED)
Severity Ratings

The planning team should use historical and analytical data to assign a severity rating to
each type of hazard that the team identifies in the hazard rating worksheet. The severity
ratings selected should quantify, to the degree possible, the damage to be expected in the
jurisdiction as a result of a specific hazard. The definitions of the severity ratings are shown
in the table below.

Population/Property

Level of Severity Definition

Catastrophic = 3 Multiple deaths.
Complete shutdown of critical facilities for 30 days or more.

More than 50 percent of property is severely damaged.

Critical = 2 Injuries and/or illnesses result in permanent disability.
Complete shutdown of critical facilities for at least 2 weeks.

More than 25 percent of property is severely damaged.

Limited = 1 Injuries and/or ilinesses do not result in permanent disability.
Complete shutdown of critical facilities for more than 1 week.

More than 10 percent of property is severely damaged.

Negligible = 0 Injuries and/or ilinesses are treatable with first aid.
Minor quality of life lost.
Shutdown of critical facilities and services for 24 hours or less.

No more than 1 percent of property is severely damaged.
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HAZARD VULNERABILITY ASSESSMENT (CONTINUED)

Ranking the Hazards

Using the severity and frequency distribution definitions, the planning team should identify
potential hazards for the event and rank them in the Rating Worksheet.

Frequency Potential Potential Level of Coverage Point

Hazard (Likelihood) Impact on Impact on in EOP Total
Population Property

0 = Unlikely 0 = Negligible 0 = Negligible 0 = None

1 = Possible 1 = Limited 1 = Limited 1 = Limited

2 = Likely 2 = Critical 2 = Critical 2 = Sufficient

3 = Highly 3 = Catastrophic | 3 = Catastrophic | 3 = Comprehensive

Likely (annex)

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123

0123 0123 0123 0123
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HAZARD VULNERABILITY ASSESSMENT (CONTINUED)
Recording the Information

Using the information from the Rating Worksheet, the planning team should complete the
Profile Worksheet to assess each hazard.

Hazard Profile Worksheet

Hazard

Potential Magnitude

Catastrophic: Can affect more than 50 percent of the jurisdiction.
Critical: Can affect between 25 and 50 percent of the jurisdiction.
Limited: Can affect between 10 and 25 percent of the jurisdiction.
Negligible: Can affect less than 10 percent of the jurisdiction.

Areas Likely to be Most Affected (by sector)

Probable Duration

Potential Speed of Onset

More than 24 hours’ warning probably will be available.
Between 12 and 24 hours’ warning probably will be available.
Between 6 and 12 hours’ warning will be available.

Minimal (or no) warning will be available.

Existing Warning Systems

Complete Vulnerability Analysis with local/State emergency management
agencies?* YES/NO

* Note that some hazards may pose such a limited threat to the jurisdiction that additional
analysis is not necessary.

Page A-58 March 2005 (Updated May 2010)
-134-




IS-15: Special Events Contingency Planning

Job Aids Manual

LOST-CHILD INFORMATION SHEET
(Check local regulations for reporting and release requirements.)

Date and time of report:

Case number (if needed):

Officer assigned:

Date and time of assignment:

Resolution

Child was found. Location:

By whom:

Information About the Child

Name:

Name of parent/legal guardian that child was released to:
Parent left and did not return to CP after being advised to stay.
Child was not found. Report was filed. Complaint number:

Address:

DOB:

Description of Child
Height: Weight:

Clothing:

Phone number:

Hair color:

Eye color:

Unique physical features:

Other individuals with missing child:

Parent/Guardian Information

Name:

Address:

Phone number:

DOB:

Social Security #:

Form of identification provided:
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GASTROINTESTINAL ILLNESS QUESTION NAIRE
(For use at medical aid posts during gatherings,
to be used in addition to any patient information intake form.)

Date: / / Officer assigned:

Name:

Address:

Phone number:

What symptoms have you had?

Diarrhea YES / NO
Nausea YES / NO
Vomiting YES / NO
Abdominal cramps YES / NO
Headache YES / NO
Fever YES / NO
Blood in feces YES / NO
Joint or muscle aches YES / NO
Other:

When did the symptoms first start?

Date: / /
Time: a.m./p.m.
Do you know of others who have been ill with similar symptoms? YES / NO

(Include names and contact details for others on the reverse side of this form for further
followup.)

What have you eaten since being at this event and where was it purchased or obtained?

(List the food history on the reverse side of this form. Include all food, drinks, and any
other snacks. It is important to list where the food was obtained.) YES / NO
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GASTROINTESTINAL ILLNESS QUESTIONNAIRE (CONTINUED)

Have you been swimming since being at this event?

Pool YES / NO

Spa YES / NO

River YES / NO

Lake YES / NO

Other:

Do you suspect anything that may have caused your illness? YES / NO
Explain:

NOTE: Keep this form for review or collection by the supervisor or public health official.
Report anything suspicious or, if there are several cases, similar iliness within a short period
of time. Provide a report to local emergency rooms and those in surrounding communities
for statistical analysis and distribution.
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Operational Period:

INCIDENT ACTION PLAN SCHEDULE

Date:
Form Responsibility Time Needed By

Cover

Incident Objectives 202
Organization Assignment 203
Division Assignment 204
Communication Plan 205
Medical Plan 206
Traffic Plan

Weather Forecast

Fire Behavior Forecast

Air Operations Summary 220

Safety Message

Tool and Equipment Plan

Finance Message

Rehabilitation Plan

Cover
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INCIDENT COMMAND SYSTEM FORMS

Copies of the following Incident Command System forms can be found on the NIMS
Resource Center at http://www.fema.gov/nims:

ICS Form 201, Incident Briefing

ICS Form 202, Incident Objectives

ICS Form 203, Organization Assignment List

ICS Form 204, Assignment List

ICS Form 205, Incident Radio Communications Plan
ICS Form 206, Medical Plan

ICS Form 207, Organizational Chart

ICS Form 209, Incident Status Summary

ICS Form 210, Status Change Card

ICS Form 211, Check-In List

ICS Form 213, General Message

ICS Form 214, Unit Log

ICS Form 215, Operational Planning Worksheet

ICS Form 215a, Incident Action Plan Safety Analysis
ICS Form 216, Radio Requirements Worksheet

ICS Form 217, Radio Frequency Assignment Worksheet
ICS Form 218, Support Vehicle Inventory

ICS Form 220, Air Operations Summary

ICS Form 221, Demobilization Plan

ICS Form 308, Resource Order Form
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Expense Report

Prepared by:

Date / time:

Incident:

Name: Title: SS#:

DATE:
TOTAL

LOCATION:

Time Regular Hours

Overtime Hours

Transportation | Vehicle Mileage

Common Carrier
Transportation
Cost

Vehicle
Fuel/Oil Cost

Tolls

Vehicle
Repair Cost

Other Lodging Cost

Meals Cost

Equipment Repair
Cost

Miscellaneous

EXPENSE TOTAL

NOTE: Attach copies of travel vouchers, meal receipts, hotel bills, lodging requests, toll receipts, and/or
repair bills. Copy of time sheet and copy of vehicle cost record and gas or repair receipts must be
submitted prior to, or as part of, the demobilization process.
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HAZMAT/CBRNE DATA COLLECTION REPORT

Reported by:

Phone Number:

Agency or Home Address:

Date and Time of Incident:

Incident Location and Description

Neighborhood and occupancy:

Topography: Urban Rural Suburban

Describe:

Population sensitive areas (for example, nursing homes, schools, or hospitals):

Reason for Report

= Unusual liquid droplets = People becoming sick

= Unusual odors = People dying

= Unusual cloud or vapor = Dead/discolored vegetation
= Unusual metal debris = Dead/dying or sick animals

= Other (describe):

Weather

= (Clear = Cloudy
=  Misty = Rain

= Temperature: = Snow

= Relative humidity:

= Other (describe):
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HAZMAT/CBRNE DATA COLLECTION REPORT (CONTINUED)
Wind

Direction (to/from):

Speed (none, mild, gusts, high winds):

Other (describe):

Odor

= None = Flower

= Irritating = Forest

= Garlic/Horseradish = Almond/Peach
= Sweet =  Fresh hay

= Pepper = Rotten eggs

=  Fruity

= Changing

= Other (describe):

Visible Emission

Cloud or Vapor
Mist

Smoke

Liquid

Other (describe):

Signs and Symptoms

= None = Stinging of skin

= Tightness in chest = Reddening of skin
= Dizziness =  Welts/Blisters

= Blurred vision = Nausea/Vomiting
= Difficulty breathing = Choking

= Fever = Diarrhea

= Runny nose
= Other (describe):
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HAZMAT/CBRNE DATA COLLECTION REPORT (CONTINUED)

Date and Time of Onset:

Duration of Symptom(s):

Number of Casualties:

Explosion/Fires

= None =  Structure
= Air = Underground
=  Ground

= Other (describe):

Describe device:

Describe container/condition/size:

Describe location where device was found:

Describe structures involved/estimated damage:

Report filed by:

Information reported to:
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BoMB THREAT CHECKLIST
Place by each telephone. Duplicate as necessary.

Exact date and time of call:

Exact words of caller:

Questions to ask

1. When is the bomb going to explode?

2. Where is the bomb?

3. What does it look like?

4. What kind of bomb is it?

5. What will cause it to explode?

6. Did you place the bomb?

7. Why?

8. Where are you calling from?

9. What is your address?

10. What is your name?

Caller’s Voice (Please circle appropriate terms.)

calm disguised nasal angry broken
stutter slow sincere lisp rapid

giggling deep crying squeaky excited
stressed accent loud slurred normal

If voice is familiar, whom did it sound like?

Were there any background noises?

Remarks:

Person receiving call:

Telephone number where call was received:

Report call immediately to:

(Refer to bomb incident plan.)
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BoMB THREAT STAND-OFF

LETHAL MANDATORY DESIRED
THREAT THREAT EXPLOSIVE AIRBLAST EVACUATION EVACUATION
DESCRIPTION CAPACITY RANGE DISTANCE DISTANCE
Pipe Bomb 5LBS / 2.3 KG 25FT/8M 70FT /21 M 850 FT / 259 M
Briefcase or 50 LBS / 23 KG 40FT/12M 150 FT/46 M | 1,850 FT / 564 M
Suitcase Bomb
Compact 220 LBS / 100 60 FT/ 18 M 240 FT/ 73 M 915 FT/ 279 M
KG
Sedan
Sedan 500 LBS / 227 100 FT/ 30 M 320FT/98M | 1,050 FT/320 M
KG
van 1,000 LBS / 454 | 125FT/38 M 400 FT /122 M | 1,200 FT/ 366 M
KG
Moving Van or 4,000LBS / 200 FT/ 61 M 640 FT/195M | 1,750 FT / 534 M
. 1,814KG
g”Q Delivery Truck
{0 M O
Semi-Trailer 40,000 LBS / 450FT / 137M 1,400FT / 427M 3,500FT /
1,607M
18,144 KG

Explosive Capacity is based on maximum volume or weight of explosives (TNT equivalent)
that could reasonably fit or be hidden in a suitcase or vehicle.

Lethal Airblast Range is the minimum distance personnel in the open are expected to
survive blast effects. This minimum range is based on anticipation of avoiding severe lung
damage or fatal impact injury from body translation.

Mandatory Evacuation Distance is the range within which all buildings must be
evacuated. From this range outward to the Desired Evacuation Distance, personnel may
remain inside buildings but away from windows and exterior walls. Evacuated personnel

must move to the Desired Evacuation Distance.
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A
Action Plan See Incident Action Plan.
ADA Americans With Disabilities Act.

Administrative/Finance The section responsible for all incident costs and financial
Section considerations. Includes the Time Unit, Procurement Unit,
Compensation/Claims Unit, and Cost Unit.

Agency A division of government with a specific function offering a
particular kind of assistance. In the Incident Command
System, agencies are defined either as jurisdictional (having
statutory responsibility for incident management) or as
assisting or cooperating (providing resources or other
assistance). Governmental organizations are most often in
charge of an incident, though in certain circumstances
private-sector organizations may be included. Additionally,
nongovernmental organizations may be included to provide

support.
Agency Executive or The official responsible for administering policy for an agency
Administrator or jurisdiction. An Agency Administrator/Executive (or other

public official with jurisdictional responsibility for the incident)
usually makes the decision to establish an Area Command.

After-Action Report A report detailing an event with recommendations for
improvements.
Agency Dispatch The agency or jurisdictional facility from which resources are

sent to incidents.

Agency Representative A person assigned by a primary, assisting, or cooperating
Federal, State, tribal, or local government agency, or
nongovernmental or private organization, that has been
delegated authority to make decisions affecting that agency's
or organization's participation in incident management
activities following appropriate consultation with the
leadership of that agency.

Air Operations Branch The person primarily responsible for preparing and

Director implementing the air operations portion of the Incident Action
Plan (IAP). Also responsible for providing logistical support to
helicopters operating at the incident..

Allocated Resources Resources dispatched to an incident..
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Area Command

Assigned Resources

Assignments

Assistant

Assisting Agency

Available Resources

Base

Branch

GLOSSARY (CONTINUED)

An organization established to oversee the management of
multiple incidents that are each being handled by a separate
Incident Command System organization or to oversee the
management of a very large or evolving incident that has
multiple Incident Management Teams engaged. An Agency
Administrator/Executive or other public official with
jurisdictional responsibility for the incident usually makes the
decision to establish an Area Command. An Area Command is
activated only if necessary, depending on the complexity of
the incident and incident management span-of-control
considerations.

Resources checked in and assigned work tasks on an
incident.

Task given to a personnel resource to perform within a given
operational period that is based on operational objectives
defined in the Incident Action Plan.

Title for subordinates of principal Command Staff positions.
The title indicates a level of technical capability,

qualifications, and responsibility subordinate to the primary
positions. Assistants may also be assigned to Unit Leaders.

An agency or organization providing personnel, services, or
other resources to the agency with direct responsibility for
incident management. See Supporting Agency.

Resource assigned to an incident, checked in, and available
for a mission assignment, normally located in a Staging Area.

The location at which primary logistics functions for an
incident are coordinated and administered. There is only one
base per incident. (An incident name or other designator will
be added to the term base.) The Incident Command Post may
be collocated with the base.

The organizational level having functional or geographical
responsibility for major aspects of incident operations. A
Branch is organizationally situated between the Section Chief
and the Division or Group in the Operations Section, and
between the Section and Units in the Logistics Section.
Branches are identified by the use of Roman numerals or by
functional area.
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Cache

Camp

Check-in

Chain of Command

Chief

Clear Text

CBRNE

Command

Command Staff

Communications Unit
(Comm. Unit)

Compensation Unit/
Claims Unit

GLOSSARY (CONTINUED)
(o

A predetermined complement of tools, equipment, or supplies
stored in a designated location and available for incident use.

A geographical site within the general incident area (separate
from the Incident Base) that is equipped and staffed to
provide sleeping, food, water, and sanitary services to
incident personnel.

The process through which resources first report to an
incident. All responders, regardless of agency affiliation, must
report in to receive an assignment in accordance with the
procedures established by the Incident Commander.

The orderly line of authority within the ranks of the incident
management organization.

The Incident Command System title for individuals
responsible for management of functional Sections:
Operations, Planning, Logistics, Finance/Administration, and
Intelligence/Investigations (if established as a separate
Section).

The use of plain English in radio communications
transmissions. No Ten Codes or agency-specific codes are
allowed when using Clear Text.

Chemical, Biological, Radiological, Nuclear, Explosive

The act of directing, ordering, or controlling by virtue of
explicit statutory, regulatory, or delegated authority.

The staff who report directly to the Incident Commander,
including the Public Information Officer, Safety Officer,
Liaison Officer, and other positions as required. They may
have an assistant or assistants, as needed.

An organizational unit in the Logistics Section responsible for
providing communication services at an incident. A
Communications Unit may also be a facility (for example, a
trailer or mobile van) used to provide the major part of an
Incident Communications Center.

Functional unit within the Administration/Finance Section
responsible for financial concerns resulting from injuries or
fatalities at the incident.
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Complex

Contingency Plan

Cooperating Agency

Coordination Center

Cost Unit

Credential

Credible Threat

Critical Crowd Densities

Crush Load

Cues

Debrief

Deputy

GLOSSARY (CONTINUED)

Two or more individual incidents that are located in the same
general area and are assigned to a single Incident
Commander or Unified Command.

A documented scheme of assigned responsibilities, actions,
and procedures to be followed if an emergency situation
develops.

An agency supplying assistance other than direct operational
or support functions or resources to the incident management
effort.

Term used to describe any facility that is used for the
coordination of agency or jurisdictional resources in support
of one or more incidents.

Functional unit within the Administration/Finance Section
responsible for tracking costs, analyzing cost data, making
cost estimates, and recommending cost-saving measures.

A letter or other testimonial attesting the bearer’s right to
confidence or authority.

A threat with sufficient credibility that would cause the FBI to
begin a threat assessment. The FBI would notify law
enforcement authorities within the affected State and the
appropriate Federal agencies of a significant threat of
terrorism.

A common characteristic of crowd disasters. Critical crowd
densities are approached when the floor space per standing
person is reduced to about 4-5 square feet.

Overwhelming the capacity of a given area that results in
gridlock, limited access, and hazards incompatible to life
safety. This may apply to both inside and outside venues and
parking areas.

A signal, hint, or guide.

D
A meeting held during or at the end of an operation with the
purpose of assessing the conduct or results of an operation.

A fully qualified individual who, in the absence of a superior,
could be delegated the authority to manage a functional
operation or perform a specific task. In some cases, a
Deputy could act as relief for a superior and therefore must
be fully qualified in the position. Deputies can be assigned to
the Incident Commander, General Staff heads, and Branch
Directors.
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Demobilization Unit Functional unit within the Planning Section responsible for
ensuring orderly, safe, and efficient demobilization of incident
resources.

Director The Incident Command System title for individuals

responsible for supervision of a Branch.

Dispatch The ordered movement of a resource or resources to an
assigned operational mission, or an administrative move from
one location to another.

Dispatch Center A facility from which resources are directly assigned to an
incident.
Division The organizational level having responsibility for operations

within a defined geographic area. Divisions are established
when the number of resources exceeds the manageable span
of control of the Section Chief. See Group.

Documentation Unit Functional unit within the Planning Section responsible for
collecting, recording, and safeguarding all documents
relevant to the incident.

E
Emergency Medical A healthcare professional with special skills and knowledge in
Technician (EMT) pre-hospital emergency medicine.
Emergency Operating The physical location at which the coordination of information
Center (EOC) and resources to support incident management (on-scene

operations) activities normally takes place. An EOC may be a
temporary facility or may be located in a more central or
permanently established facility, perhaps at a higher level of
organization within a jurisdiction. EOCs may be organized by
major functional disciplines (e.g., fire, law enforcement,
medical services), by jurisdiction (e.g., Federal, State,
regional, tribal, city, county), or by some combination
thereof.

Emergency Management A range of measures to manage risks to communities and the
environment.

Emergency Management Refers to the individual within each political subdivision who
Coordinator has coordination responsibility for jurisdictional emergency
management.

Emergency Management A formal record of agreed emergency management roles,
Plan responsibilities, strategies, systems, and arrangements.
Emergency Operations An ongoing plan for responding to a wide variety of potential
Plan (EOP) hazards.
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Endemic Constant presence of a disease or infectious agent within a
given geographic area or population group.

Environmental Health Terminology used that includes Health Inspectors/Surveyors,
Officer Public Health Officers, Sanitary Inspectors/Engineers,
Hygiene Officers, and Preventive Health Officers.

Event A scheduled nonemergency activity (e.g., sporting event,
concert, parade, etc.).

Event Footprint The area impacted by the event. This includes the event
site(s) and any surrounding area impacted.

F

Facilities Unit Functional unit within the Support Branch of the Logistics
Section that provides fixed facilities for the incident. These
facilities may include the Incident Base, feeding areas,
sleeping areas, or sanitary facilities.

Field Operations Durable pocket or desk guides that contain essential

Guide information required to perform specific assignments or
functions.

Food Unit Functional unit within the Service Branch of the Logistics
Section responsible for providing meals for incident
personnel.

Freelance Term used to describe resources performing assignments on

their own and not under direct ICS supervision.

Function The five major activities in the Incident Command System:
Command, Operations, Planning, Logistics, and
Finance/Administration. A sixth function,
Intelligence/Investigations, may be established, if required,
to meet incident management needs. The term function is
also used when describing the activity involved (e.g., the
planning function).

G
Gastric Illness An inflammation of the stomach and the intestinal tract, often
(Gastroenteritis) described as food poisoning.
General Staff A group of incident management personnel organized

according to function and reporting to the Incident
Commander. The General Staff normally consists of the
Operations Section Chief, Planning Section Chief, Logistics
Section Chief, and Finance/Administration Section Chief. An
Intelligence/Investigations Chief may be established, if
required, to meet incident management needs.
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Goal

Ground Support Unit

Group

Hazard Analysis

Helibase

Helibase Crew

Helispot

HIPAA

Incident

GLOSSARY (CONTINUED)
The end toward which incident efforts are directed.

Functional unit within the Support Branch of the Logistics
Section responsible for the fueling, maintaining, and repairing
of vehicles, and for the transportation of personnel and
supplies.

An organizational subdivision established to divide the
incident management structure into functional areas of
operation. Groups are composed of resources assembled to
perform a special function not necessarily within a single
geographic division. See Division.

H

Identifies potential hazards, estimates how serious they are,
and establishes planning priorities. Provides a factual basis
for planning and the necessary documentation for planning
and response efforts.

The main location for parking, fueling, maintenance, and
loading of helicopters operating in support of an incident. It
is usually located at or near the Incident Base.

A crew of individuals who may be assigned to support
helicopter operations.

Any designated location where a helicopter can safely take off
and land. Some helispots may be used for loading of
supplies, equipment, or personnel.

Health Insurance Portability and Accountability Act.
I

An occurrence, natural or manmade, that requires a response
to protect life or property. Incidents can, for example, include
major disasters, emergencies, terrorist attacks, terrorist
threats, civil unrest, wildland and urban fires, floods,
hazardous materials spills, nuclear accidents, aircraft
accidents, earthquakes, hurricanes, tornadoes, tropical
storms, tsunamis, war-related disasters, public health and
medical emergencies, and other occurrences requiring an
emergency response.
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Incident Action Plan
(IAP)

Incident Base

Incident Commander
(IC)

Incident Command Post
(ICP)

Incident Command
System (ICS)

Incident Management
Team

Incident Objectives

GLOSSARY (CONTINUED)

An oral or written plan containing general objectives
reflecting the overall strategy for managing an incident. It
may include the identification of operational resources and
assignments. It may also include attachments that provide
direction and important information for management of the
incident during one or more operational periods.

The location at which primary Logistics functions for an
incident are coordinated and administered. There is only one
Base per incident. (Incident name or other designator will be
added to the term Base.) The Incident Command Post may
be co-located with the Incident Base.

The individual responsible for all incident activities, including
the development of strategies and tactics and the ordering
and release of resources. The IC has overall authority and
responsibility for conducting incident operations and is
responsible for the management of all incident operations at
the incident site.

The field location where the primary functions are performed.
The ICP may be co-located with the Incident Base or other
incident facilities.

A standardized on-scene emergency management construct
specifically designed to provide an integrated organizational
structure that reflects the complexity and demands of single
or multiple incidents, without being hindered by jurisdictional
boundaries. ICS is the combination of facilities, equipment,
personnel, procedures, and communications operating within
a common organizational structure, designed to aid in the
management of resources during incidents. It is used for all
kinds of emergencies and is applicable to small as well as
large and complex incidents. ICS is used by various
jurisdictions and functional agencies, both public and private,
to organize field-level incident management operations.

An Incident Commander and the appropriate Command and
General Staff personnel assigned to an incident. The level of
training and experience of the IMT members, coupled with
the identified formal response requirements and
responsibilities of the IMT, are factors in determining "type,"
or level, of IMT.

Statements of guidance and direction needed to select
appropriate strategy(s) and the tactical direction of
resources. Incident objectives are based on realistic
expectations of what can be accomplished when all allocated
resources have been effectively deployed. Incident objectives
must be achievable and measurable, yet flexible enough to
allow strategic and tactical alternatives.
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Initial Action

JIC (Joint Information
Center)

JIS (Joint Information
System)

Jurisdiction

Jurisdictional Agency

Leader

Liaison Officer

Logistics Section

Life-Safety

GLOSSARY (CONTINUED)
Resources initially committed to an incident.
J

A facility established to coordinate all incident-related public
information activities. It is the central point of contact for all
news media. Public information officials from all participating
agencies should co-locate at the JIC.

A structure that integrates incident information and public
affairs into a cohesive organization designed to provide
consistent, coordinated, accurate, accessible, timely, and
complete information during crisis or incident operations. The
mission of the JIS is to provide a structure and system for
developing and delivering coordinated interagency messages;
developing, recommending, and executing public information
plans and strategies on behalf of the Incident Commander
(IC); advising the IC concerning public affairs issues that
could affect a response effort; and controlling rumors and
inaccurate information that could undermine public
confidence in the emergency response effort.

Refers to the range or sphere of authority. Public agencies
have jurisdiction at an incident related to their legal
responsibilities and authority for incident mitigation.
Jurisdictional authority at an incident can be
political/geographical (for example, city, county, State, or
Federal boundary lines) or functional (for example, police
department or health department). (See Multi-jurisdiction,
below.)

The agency having jurisdiction and responsibility for a specific
geographical area or for a mandated function.

L

The ICS title for individuals responsible for a Task Force,
Strike Team, or functional unit.

A member of the Command Staff responsible for coordinating
with representatives from cooperating and assisting agencies
or organizations.

The Incident Command System Section responsible for
providing facilities, services, and material support for the
incident.

Highest incident priority refers to the joint consideration of
both the life and physical well-being of individuals.
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Managers

Management by
Objectives

Mass Gathering
Medicine

Medical Unit

Message Center

Metering

Mobilization

Mobilization Center

GLOSSARY (CONTINUED)

M
Individual within an Incident Command System
organizational unit who is assigned specific managerial
responsibilities (e.g., Staging Area Manager).

A management approach that involves a five-step process for
achieving the incident goal. The Management by Objectives
approach includes the following: establishing overarching
incident objectives; developing strategies based on
overarching incident objectives; developing and issuing
assignments, plans, procedures, and protocols; establishing
specific, measurable tactics or tasks for various incident-
management functional activities and directing efforts to
attain them, in support of defined strategies; and
documenting results to measure performance and facilitate
corrective action.

The management of the health and medical requirements of
mass gatherings.

The functional unit within the Service Branch of the Logistics
Section responsible for the development of the Medical
Emergency Plan and for providing emergency medical
treatment of incident personnel.

Part of the Incident Communications Center and collocated
with or placed adjacent to it. It receives, records, and routes
information about resources reporting to the incident,
resource status, and administration and tactical traffic.

Term applied to the control procedures used to prevent
critical crowd densities from developing in specific areas.

The process and procedures used by all organizations-
Federal, State, tribal, and local-for activating, assembling,
and transporting all resources that have been requested to
respond to or support an incident.

An off-incident location at which emergency service personnel
and equipment are temporarily located pending assignment,
release, or reassignment.

Moshing A practice carried out at concerts in which a person is
supported by the upheld arms of a crowd of people. This
practice is carried out in the moshpit area where the crowd is
the densest.
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Multiagency A group of administrators or executives, or their appointed

Coordination (MAC) representatives, who are typically authorized to commit
agency resources and funds. A MAC Group can provide
coordinated decisionmaking and resource allocation among
cooperating agencies, and may establish the priorities among
incidents, harmonize agency policies, and provide strategic
guidance and direction to support incident management
activities. MAC Groups may also be known as multiagency
committees, emergency management committees, or as
otherwise defined by the Multiagency Coordination System.

Multiagency A system that provides the architecture to support
Coordination System coordination for incident prioritization, critical resource
(MACS) allocation, communications systems integration, and

information coordination. MACS assist agencies and
organizations responding to an incident. The elements of a
MACS include facilities, equipment, personnel, procedures,
and communications. Two of the most commonly used
elements are Emergency Operations Centers and MAC

Groups.
Multijurisdiction An incident requiring action from multiple agencies that each
Incident have jurisdiction to manage certain aspects of an incident. In

the Incident Command System, these incidents will be
managed under Unified Command.

Mutual Agreement or Written or oral agreement between and among

Assistance Agreement agencies/organizations and/or jurisdictions that provides a
mechanism to quickly obtain emergency assistance in the
form of personnel, equipment, materials, and other
associated services. The primary objective is to facilitate
rapid, short-term deployment of emergency support prior to,
during, and/or after an incident.

NIMS (National Incident A set of principles that provides a systematic, proactive

Management System) approach guiding government agencies at all levels,
nongovernmental organizations, and the private sector to
work seamlessly to prevent, protect against, respond to,
recover from, and mitigate the effects of incidents, regardless
of cause, size, location, or complexity, in order to reduce the
loss of life or property and harm to the environment.

NRF (National Response A guide to how the Nation conducts all-hazards response
Framework)
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Operational Period
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GLOSSARY (CONTINUED)
o

The Incident Command System title for a person responsible
for one of the Command Staff positions of Safety, Liaison,
and Public Information.

The time scheduled for executing a given set of operation
actions, as specified in the Incident Action Plan. Operational
periods can be of various lengths, although usually they last
12 to 24 hours.

The Incident Command System (ICS) Section responsible for
all tactical incident operations and implementation of the
Incident Action Plan. In ICS, the Operations Section normally
includes subordinate Branches, Divisions, and/or Groups.

Resources assigned to an incident but unable to respond for
mechanical, rest, or personnel reasons.

P

A meeting held as needed before and throughout the duration
of an incident to select specific strategies and tactics for
incident control operations and for service and support
planning. For larger incidents, the Planning Meeting is a
major element in the development of the Incident Action
Plan.

The final gathering of the event planning team before
releasing response agencies, resource personnel, or
volunteers.

Water that is safe for human consumption.
Functional unit within the Administration/Finance Section
responsible for financial matters involving vendor contracts.

A member of the Command Staff responsible for interfacing
with the public and media and/or with other agencies with
incident-related information requirements.

Putrescible Waste that will decompose, such as food waste.
R

Radio Cache A radio cache may consist of a number of portable radios, a
base station and, in some cases, a repeater, all stored in a
pre-determined location for dispatch to incidents.

Rave An all-day/night dance party, especially one where techno,
house, or other electronically synthesized music is played.
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Recorders Individuals within ICS organizational units who are
responsible for recording information. Recorders work in
Planning, Logistics, and Administration/Finance Sections.

Reinforced Response Those resources requested in addition to the initial response.
Reporting Locations Locations or facilities where incoming resources can check in
at the incident. Refers to staging.

Resource Status Unit Functional unit within the Planning Section responsible for
recording the status of resources committed to the incident
and for evaluating resources currently committed to the
incident, the impact that additional responding resources will
have on the incident, and anticipated resource needs.

Resource Gap Analysis In pre-event planning the analysis of what public safety
recourses the event will require versus what is locally
available.

Resources Personnel and major items of equipment, supplies, and
facilities available or potentially available for assignment to
incident operations and for which status is maintained.
Resources are described by kind and type and may be used
in operational support or supervisory capacities at an incident
or at an Emergency Operations Center.

Reticulated Distribution or collection network for drinking water or
sewage.
Risk Analysis Assesses the probability of injury or damage due to a hazard

and estimates the actual damage that may occur.

Risk Assessment The process used to determine risk management priorities by
evaluating and comparing the level of risk against pre-
determined standards, target risk levels, or other criteria.

S

Safety Officer A member of the Command Staff responsible for monitoring
incident operations and advising the Incident Commander on
all matters relating to operational safety, including the health
and safety of emergency responder personnel.

Service Branch A Branch within the Logistics Section responsible for service
activities at the incident. Includes the Communications,
Medical, and Food Units.

Sewage Waste matter that passes through sewers.
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GLOSSARY (CONTINUED)

An individual, a piece of equipment and its personnel
complement, or a crew/team of individuals with an identified
work supervisor that can be used on an incident.

The functional unit within the Planning Section responsible for
the collection and organization of incident status information
and for analysis of the situation as it progresses. Reports to
the Planning Section Chief.

A spontaneous form of dancing where people deliberately
throw themselves against people they are dancing with.

The number of resources for which a supervisor is
responsible, usually expressed as the ratio of supervisors to
individuals. (Under the National Incident Management
System, an appropriate span of control is between 1:3 and
1:7, with optimal being 1:5, or between 1:8 and 1:10 for
many large-scale law enforcement operations.)

Temporary location for available resources. A Staging Area
can be any location in which personnel, supplies, and
equipment can be temporarily housed or parked while
awaiting operational assignment.

The general plan or direction selected to accomplish incident
objectives.

A set number of resources of the same kind and type that
have an established minimum number of personnel, common
communications, and a leader.

Waste water from sinks, showers, and hand-washing basins.

The Incident Command System title for an individual
responsible for a Division or Group.

Functional unit within the Support Branch of the Logistics
Section responsible for ordering equipment and supplies
required for incident operations.

A Branch within the Logistics Section responsible for
providing personnel, equipment, and supplies to support
incident operations. Includes the Supply, Facilities, and
Group Support Units.

Refers to the attachments that may be included with an
Incident Action Plan (for example, communications plan,
map, safety plan, traffic plan, and medical plan).

Page C-14

March 2005 (Updated May 2010)
-170-



IS-15: Special Events Contingency Planning

Job Aids Manual

Tactical Direction

Target Hardening

Task Force

Technical Specialists

Temporary Flight
Restrictions (TFRs)

Time Unit

Topography

Type

Unified Command

GLOSSARY (CONTINUED)

T
The term includes the tactics appropriate for the selected
strategy, the selection and assignment of resources, and
performance monitoring for each operational period.

Activities undertaken to reduce vulnerability of a venue site,
i.e., installation of jersey barriers, pre-screening of
attendees, etc

Any combination of resources assembled to support a specific
mission or operational need. All resource elements within a
Task Force must have common communications and a
designated leader.

Person with special skills that can be used anywhere within
the Incident Command System organization. No minimum
qualifications are prescribed, as technical specialists normally
perform the same duties during an incident that they perform
in their everyday jobs, and they are typically certified in their
fields or professions.

Federal Aviation Regulation 91.137 provides for the
establishment of temporary airspace restrictions for non-
emergency aircraft. TFRs can be requested for incidents
and/or events generating a high degree of public interest,
and are normally limited to a 5-nautical-mile radius and
2,000 feet above the surface.

Functional unit within the Administration/Finance Section
responsible for recording time for incident personnel.

Physical features of place or locality.

An Incident Command System resource classification that
refers to capability. Type 1 is generally considered to be more
capable than Types 2, 3, or 4, respectively, because of size,
power, capacity, or (in the case of Incident Management
Teams) experience and qualifications.

V)

An Incident Command System application used when more
than one agency has incident jurisdiction or when incidents
cross political jurisdictions. Agencies work together through
the designated members of the UC, often the senior persons
from agencies and/or disciplines participating in the UC, to
establish a common set of objectives and strategies and a
single Incident Action Plan.
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Unit The organizational element with functional responsibility for a
specific incident planning, logistics, or finance/administration
activity.

Unity of Command An Incident Command System principle stating that each

individual involved in incident operations will be assigned to
only one supervisor.

\"
VBIED Vehicle-borne improvised explosive device.
Vulnerability The degree of susceptibility and resilience of the community

and environment to hazards.
W

WMD Weapon(s) of Mass Destruction.
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