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1-404

OUTLINE

KEY POINTS
AND AID CUES

3. Agency specific staff needs

a. Mechanic

b.  Finance personnel
c.  Support units

d. Technical specialists

THESE PERSONNEL ARE ORDERED TO SUPPORT
AGENCY SPECIFIC NEEDS AND SHOULD BE
INTEGRATED INTO THE EXISTING ORGANIZATION.

D. Take accurate notes during the briefing for use later
at the Planning Meeting and also for information
when you brief your personnel.

EXPLAIN TO THE STUDENT THAT THE INITIAL
BRIEFING MAY BE YOUR MOST CRITICAL TIME ON
THE ENTIRE INCIDENT AS IT SETS THE TONE FOR
CONDUCTING BUSINESS THROUGHOUT THE
INCIDENT.
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DETAILED LESSON PLAN OUTLINE

CURRICULUM: Incident Command System

COURSE: Agency Representative 1-404

UNIT: 3 Fiscal

SUGGESTED TIME: 2 hours

OBJECTIVE: Upon completion of this Unit, student will be able
to:

1. Understand the need for special contracts.

2. Understand the finance records that need to be
kept for the incident.

3. Complete necessary documentation for the
incident and the student's agency.

TRAINING AIDS NEEDED: Overhead projector, screen, flip-chart, and Field
Operation Guide ICS 420-1, NWCG Fireline
Handbook NWCG-410-1

KEY POINTS
OUTLINE AND AID CUES
REVIEW UNIT OBJECTIVES WITH STUDENTS. 03-01-1-404-VG

I.  Agency Representatives should be completely familiar
with their agencies established cost agreements,
contracts, and agency specific forms.

ASK THE STUDENT WHAT TYPE OF AGREEMENTS
THEY HAVE WITH OTHER AGENCIES. WRITE THEM
ON A FLIP CHART. DISCUSS EACH AGREEMENT
WITH THE CLASS. ALLOW 15 TO 20 MINUTES FOR
THE EXERCISE.
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1-404

OUTLINE

KEY POINTS
AND AID CUES

HAVE THE STUDENTS WORK IN GROUPS AND LIST
ON A FLIP CHART WHAT AGENCY FORMS AND
DOCUMENTATION THAT ARE REQUIRED BY THEIR
AGENCIES. ALLOW 10 MINUTES TO COMPLETE,
THEN HAVE SPOKESPERSON FROM EACH GROUP
MAKE A PRESENTATION.

II. Coordinate fiscal activities on the Incident

POINT OUT TO THE STUDENTS THE POSITIONS THAT
YOU HAVE TO MAKE CONTACT WITH WHEN
DISCUSSING THE FOLLOWING SECTIONS. WRITE
THEM ON A FLIP CHART AS YOU DISCUSS THEM.

A. Finance Section
B. Logistics Section

C. Operations Section

III. Complete documentation for your agency.

IV. Understand the limits, if any, placed on you by your
agency restricting the ability to make decisions
regarding fiscal matters on the incident.

AN AGENCY REPRESENTATIVE MAY NEED TO
ORDER STAFF SUPPORT PERSONNEL FOR AGENCY
SPECIFIC MATTERS. GENERALLY, THE AGENCY
REPRESENTATIVE'S STAFF WORKS WITH THE
VARIOUS ICS UNITS, HOWEVER THESE PERSONNEL
WORK DIRECTLY FOR THE AGENCY
REPRESENTATIVE.

A. Canyou?
1.  Participate and sign formal cost agreements

2.  Order resources (Agency Representative
Staff)
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KEY POINTS
OUTLINE AND AID CUES

3. Purchase supplies
4. Perform another assignment

BRIEFLY DISCUSS WITH THE STUDENTS EXAMPLES OF 03-01-1-404-HO
COST WORKSHEET. 03-02-1-404-HO

Some examples are:

1.  Fuel for equipment

2.  Suppeort (food, lodging, etc)

3. Specialized equipment (Hazmat, lights, etc)

4.  Additional resources

5. Them that orders, pays.
EMPHASIZE TO THE STUDENT THAT FISCAL
RESPONSIBILITIES IS AN IMPORTANT PART OF AN
AGENCY REPRESENTATIVE'S JOB. EVERY AGENCY IS
DIFFERENT WHEN IT COMES TO MONEY MATTERS.

POINT OUT SOME EXAMPLES AND HAVE CLASS
DISCUSSION ON EACH EXAMPLE.
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DETAILED LESSON PLAN OUTLINE

CURRICULUM: Incident Command System

COURSE: Agency Representative 1-404

UNIT: 4 Coordination/Information Transfer

SUGGESTED TIME: 2 hours

OBJECTIVE: Upon completion of this Unit, student will be able
to:

1. Determine work location at the incident.

2. Determine attendance and participation at
Planning Meetings and briefings.

3. Identify with whom you need to establish
working relationships.

4. Determine contact needs with your agency.
TRAINING AIDS NEEDED: Overhead projector, screen, flip-chart, and Field

Operation Guide ICS 420-1, or NWCG Fireline
Handbook NWCG-410-1

KEY POINTS
OUTLINE AND AID CUES
REVIEW UNIT OBJECTIVES WITH STUDENTS. 04-01-1-404-VG

1. Work Location

A. Establish a work location close to the Incident
Command Post.

1. Existing buildings

2. Own vehicle
3. Agency trailer
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KEY POINTS
OUTLINE AND AID CUES

B. Establish communications to fulfill your agency
requirements

1. Telephone
2. Radio
3. Fax
4. Computer
C. Identify your work location to incident staff and
all agency personnel.
I. Meetings and Briefings
A. Planning Meetings
1. Make yourself available for participation in:
a. Equipment and personnel use
b. Agency specific concerns
c. Restrictions and limitations
B. Operational briefings
1. Personally attend.

2. Encourage all appropriate agency personnel
to attend.

C. Agency personnel briefing
1. Hold frequent briefings with agency

personnel you represent to transfer
information.
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KEY POINTS
OUTLINE AND AID CUES
a. Incident Action Plan (for those who did not 04-01-1-404-HO
attend Operational Briefing) 04-02-1-404-HO
b. Safety

c. Agency specific communications
d. Other agency specific concerns
ASK STUDENTS FOR EXAMPLES AND DISCUSS.
II. Incident Staff Relationships
It is essential to establish good working relationships
to obtain and exchange information relative to the
incident.
A. Command Staff
B. General Staff
C. Resource status/planning
D. Others
IV. Home Agency Contact
A. After your working location is established make
contact with your headquarters and identify the
telephone numbers, radio frequencies, and
personnel who are assisting.
B. Establish regular reporting times and contacts.
C. Provide resource status.
D. Provide incident status.
EMPHASIZE TO THE STUDENTS, HOW IMPORTANT
IT IS TO CONTINUALLY COMMUNICATE WITH
INCIDENT PERSONNEL IN ORDER TO IDENTIFY

CONCERNS BEFORE THEY BECOME PROBLEMS.
DON'T BE BASHFUL.
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[-404

DETAILED LESSON PLAN OUTLINE

CURRICULUM:
COURSE:

UNIT:
SUGGESTED TIME:

OBJECTIVE:

TRAINING AIDS NEEDED:

Incident Command System

Agency Representative 1-404

5 Safety and Welfare of Personnel and Resources

3 hours

Upon completion of this Unit, student will be able

to:
1.

2

Understand the need for a working knowledge
of your agency policies and procedures.
Describe your responsibilities relating to
accountability of agency personnel and
resources.

Identify safety and welfare issues that may affect
personnel and equipment at an incident.
Describe methods for determining and
correcting safety and welfare problems at an
incident.

Overhead projector, screen, flip-chart, and Field
Operation Guide ICS 420-1, NWCG Fireline
Handbook NWCG-410-1

KEY POINTS
OUTLINE AND AID CUES
REVIEW UNIT OBJECTIVES WITH STUDENTS 05-01-1-404-VG

DURING THIS UNIT GIVE EXAMPLES THAT RELATE
TO THOSE IN THE CLASS FOR EACH OF THE AREAS

DISCUSSED.

I.  Before going to an incident you should have a
working knowledge of your agency policies and
procedures in the following areas.

A. Equipment

1. Use restrictions (on or off road, time)

2. Accident reporting

3. Reporting property damage
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1-404

OUTLINE

KEY POINTS
AND AID CUES

Personnel

1.

4.

5.

Use restrictions

a. incident or task

b. duration of work and driving periods
c. bargaining agreements

Injury and leave procedures

Injury reporting

Overtime procedures

Relief procedures

II.  Accountability for Personnel and Equipment

A.

Enroute to the incident

1.

2.

3.

Know who has been sent

Account for their arrival

Insure they formally check-in and accounted

for in Resource Unit

On incident

1.

2.

3.

Know which units or personnel are assigned

to operational areas
Staging areas

In base or camp

Release from incident

1.

2.

Know who is to be released at what time

Insure their departure
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KEY POINTS
OUTLINE AND AID CUES

3.

Notify your agency of departure and ETA
home

III. Personnel and Equipment Safety and Welfare

A.

Safe work environment

1.

5.

6.

HazMat situations
Urban situations
Wildland situations
Mass-casualty
Heavy rescue

Floods

HAVE STUDENTS IDENTIFY THEIR AGENCY SPECIFIC
SAFETY CONCERNS FOR THESE OR OTHER TYPES OF
SITUATIONS AND DISCUSS THEM.

B.

Personnel needs

1.

2.
3

4.

5.

First aid

Feeding arrangements

. Water or fluid replacement arrangements

Rest periods in relationship to tasks

Critical incident stress type incidents

Equipment Use

1.

L

Engines (off road or not)
Dozers
Boats

Aircraft

Specialized tools or equipment
28
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1-404

OUTLINE

KEY POINTS
AND AID CUES

IV. Method for Determining Safety and Welfare Issues

A. Review the Incident Action Plan and note any
areas of potential problems

B. Attend planning meetings and operational
briefings.

C. Discuss items of safety and welfare with your
personnel at the end of operational periods.

D. Personal observation.
V. Correcting Identified Problems or Concerns

A. Discuss matters of safety and welfare with the
Safety Officer, and/or other appropriate incident
staff.

HAVE STUDENTS DO HANDOUT. ALLOW 15
MINUTES TO COMPLETE, THEN DISCUSS WITH
STUDENTS.

EMPHASIZE THAT THERE MAY BE TACTICAL
DIFFERENCES BETWEEN OTHER AGENCIES AND
YOUR AGENCY, HOWEVER YOUR CONCERN SHOULD
DEAL WITH SAFETY AND WELFARE ISSUES
INVOLVING YOUR AGENCY PERSONNEL UNDER
THEIR TACTICS.

B.  Offer alternatives to any problems.

C.  If negotiations or discussions fail to correct the
problem, agency personnel and resources may
need to be moved to a safe area until a solution
is reached.

D. Document problems and solutions.

TAKE A FEW MINUTES TO SUMMARIZE WHAT HAS

BEEN COVERED. BE SURE TO TAKE TIME AND
ANSWER ALL THE STUDENT'S QUESTIONS.

29
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1-404

DETAILED LESSON PLAN OUTLINE

CURRICULUM:
COURSE:

UNIT:
SUGGESTED TIME:

OBJECTIVE:

TRAINING AIDS NEEDED:

Incident Command System
Agency Representative 1-404
6 Assignment Termination
1 Hour

Upon completion of this Unit, student will be able

to:

1. Identify special reports and documents required
by the incident.

2. Identify what conditions occurred on the
incident that the agency or incident can change
for subsequent actions.

3. Identify demobilization responsibilities and
actions.

Overhead projector, screen, flip-chart, and Field
Operation Guide ICS 420-1 or NWCG Fireline
Handbook NWCG-410-1

KEY POINTS
OUTLINE AND AID CUES
REVIEW UNIT OBJECTIVES WITH STUDENTS. 06-01-1-404-VG

I Before demobilization/termination complete

A. Specific agency forms are too numerous and
varied to try and identify and define for this
group. You need to recognize that if you are to
represent your agency you need to prepare
yourself by having a complete understanding of
what your agency requires prior to departing for

the incident.
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KEY POINTS
OUTLINE AND AID CUES

B. Incident Forms
1. ICS 214 Unit Log
2. ICS 219 Resource Status Cards
3. ICS 221 Demobilization Check List
EXPLAIN THAT ALL RESOURCES MUST BE
ACCOUNTED FOR. THERE IS AN EXPECTATION
THAT ALL RESOURCES WILL BE DEMOBILIZED IN A
TIMELY, SAFE, AND EFFICIENT MANNER.
II. Debriefing
A. Liaison Officer/Incident Commander

B. Agency personnel

C. Determine how follow-up will be accomplished
on the incident.

D. Document any follow-up activity that needs to be
passed on to your agency.

III. Demobilization/Termination
A. Identify any priority needs.

B. Keep your agency informed on status of
demobilization/termination.

C. Advise your personnel of procedures for
demobilization/termination.

1. Equipment returned

2.  Equipment replacement
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[-404

OUTLINE

KEY POINTS
AND AID CUES

EXPLAIN THE CONTENTS AND USE OF A WRITTEN
DEMOBILIZATION PLAN.

3. Checkout process
4. Clearing the incident for departure
5. Route of travel for returning to home unit
ETA's, and any needed feeding or service
arrangements.
D. Keep Liaison Officer/Incident Commander

appraised of status of equipment use and
personnel.
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DETAILED LESSON PLAN OUTLINE

CURRICULUM: Incident Command System

COURSE: Agency Representative 1-404

UNIT: 7 Post Incident Activities

SUGGESTED TIME: 1 Hour

OBJECTIVE: Upon completion of this Unit, student will be able

to:
1. Determine agency specific post incident follow-
up activities.

TRAINING AIDS NEEDED: Overhead projector, screen, flip-chart, and Field
Operation Guide ICS 420-1 or NWCG Fireline
Handbook NWCG-410-1

KEY POINTS
QUTLINE AND AID CUES
REVIEW UNIT OBJECTIVE WITH STUDENTS. 07-01-1-404-VG

INDIVIDUAL AGENCY POST INCIDENT ACTIVITIES
WILL VARY A GREAT DEAL FROM ONE AGENCY TO
ANOTHER AND BY THE DEGREE OF INVOLVEMENT.
NOT ALL AGENCIES HAVE REQUIRED POST
INCIDENT FOLLOW-UP ACTIVITIES. THE
FOLLOWING ARE SIMPLY AREAS WHICH MAY NEED
POST INCIDENT FOLLOW-UP. MANY OF THE
FOLLOWING WILL BE HANDLED BY AGENCY
SUPPORT STAFF WHEN THESE PERSONNEL ARE
UTILIZED ON INCIDENT.

I.  Incident summary to Agency Administrator
A. May be written or verbal.

B. Should cover highlights of agency involvement.

33



January, 1990 1-404

KEY POINTS
OUTLINE AND AID CUES

IL

C

D.

Should provide Agency Administrator with
information on items to be covered later at any
interagency follow-up meeting.

Some examples of potential concerns are:

Jy

Strategy overview of incident

2. Rehabilitation concerns

W

Local political concerns

b

Physical and psychological stress

Should cover any interagency agreements
developed during the incident.

Personnel, Equipment, and Fiscal Documents

Documents collected during the incident
demobilization process, should be reviewed for
accuracy, packaged together, and forwarded to your
agency for processing. Examples:

A.

B.

o 0

o

T 0

—

Personnel Time Records
Equipment Use Records
Expenditure Documents
Accident and Injury Reports

Financial Expenditure Documents (Feeding, Fuel,
Lodging, etc)

Vehicle Demobilization Inspection Forms

Civil Damage or Injury Claims

. Job Performance Ratings

Hired Equipment Contracts

Other documents as required
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KEY POINTS
OUTLINE AND AID CUES

III.  Cost Recovery Documents and Fiscal Accounting

Fiscal Accounting Staff may need to be briefed on
incident activities and command decisions that will
directly affect cost reimbursement. Areas that should
be covered include:

A.

B
C.
D

Copies of all interagency incident agreements
Corresponding Incident Action Plans
Hired equipment contracts

Miscellaneous documents relating to Cost
Recovery

HAVE STUDENTS COMPLETE AND TURN IN COURSE 07-01-1-404-HO
EVALUATION.
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AGENCY REPRESENTATIVE
1-404
FINAL EXAM

[NSTRUCTOR'S KEY

NAME

DATE

AGENCY

1. Is an Agency Representative always ordered by the incident?

True False

2. In addition to personal items, list five (5) items that are recommended for
inclusion in an Agency Representative Kit.

1, _Copies of agency specific policies and procedures,

2, Forms 3. Maps 4, Phone Numbers
k Li Purch rder 7. Agency credit car
Radio Fr ncy Li mped envelopes

3. List five (5) items of information that you should have prior to departing for
the incident.

Type of incident Your agency role on the incident

Name and number of incident
Name of Liaison QOffice/Incident Commander
Location of incident and travel route

Radio Frequency
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A Cooperating Agency:

A. Is the local Sheriffs Department
B. Provides personnel and equipment for the incident and does not have to

check-in or go through demobilization.
C.  Assists in the direct control of incident and must be formally demobilized.
D. Is an adjacent fire jurisdiction

An Agency Representative reports to:

The Liaison Officer

The Planning Section Chief
Local fire department’s chief
Technical specialists

Strike Team Leader
Information Officer

SR OR SR (g

An Assisting Agency:

A. Is the U.S. Forest Service

B. Is an agency involved in the direct control of an incident and must check-
in and must be demobilized from the incident.

C. Must always have a Cooperative Agreement.

D. Is an agency involved with personnel and equipment to assist at the
incident but does not check-in or demob.

Where is status kept of your agency personnel and equipment on the incident.

A. Demobilization Unit
B. Documentation Unit
C.  Supply Unit

D. Communication Unit
E. Resource Unit

To verify your agency resources that have been assigned or are enroute to the
incident you would contact:

Liaison Officer
Incident Commander
Your agency dispatch
Highway Patrol
Information Officer

m o0 @ >
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10.

11.

12.

13.

14.

An Agency Representative takes specific direction from:

Incident Commander
Operations Section Chief
Local fire department
Your agency administrator
Liaison Officer

Mg O @

Priorities for release of your agency's resources on an incident are established by
the:

A. Incident Commander
B. Demob Unit Leader

C. _Agency Representative
D. Planning Section

E. Strike Team Leader

Cost Agreements on incidents are negotiated by:

A. Agency Administrators
B. Accounting Section Leader

C Agencies involved in the incident
D. Cost Unit Leader

For on-incident fiscal matters you will most likely contact:

Incident Commander
Logistics Section
Finance Section
Agency Accountants
Claims Unit Leader

= o0 @ >

In absence of a Safety Officer you would report unsafe conditions or practices to:

A. Incident Commander
B. Logistics

C. Medical Unit Leader
D. Highway Patrol

E. Liaison Officer

The Agency Representative's major responsibility on an incident is:

A. Making motel reservations
B. Assuring the welfare and safety of your agency personnel/equipment
C. Dispatching new resources

D. Demobilization of your resources
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15. You should receive your initial briefing from:

Operations Section Chief
Planning Section Chief
Logistics Section Chief
Check-In Recorder
Liaison Officer

MmO O >

Any of the above

16. Assisting/Cooperating Matrix:

Mark C for Cooperating Agency, Mark A for Assisting Agency, or B for Both.

AGENCY/ VEGETATION SEARCH AND HAZMAT NATURAL

INCIDENT FIRE RESCUE DISASTER
Sheriff C A C A
Red Cross C C C C
County Fire A A A A
Military B B B B
Forest Service A B B B
Health Agencies C C A A
Public Works C C A A

17. On incident equipment repairs are handled by:

A. Incident Commander
B. Finance Section Chief
C.  Ground Support Unit Leader
D. No one, you take care of it.
18. ICS standards allow for how many Agency Representatives per agency per
incident.
A. one
B. two
C. three
D. four or more

19. You are assigned as Agency Representative on an incident and the news service
approaches you for an update. What actions would you take:

Tell them to see the Incident Commander
Tell them to see the Planning Section Chief.
Give them brief information and send them to the Information QOfficer.

o0 @ »

Tell them to call your agency.
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20.

21.

22,

24.

Your work location should be established at:

A. Your agency dispatch center

B. The ICP, close to the Planning Section

C. The base

D. The local fire or law enforcement station

Incident objectives are found in the:

A. Planning Section

B. Communication Plan
C. Finance Section

D. Incident Action Plan

Agreements, contracts, operating plans, and reimbursement procedures should
be reviewed by Agency Representative:

Once a year

Before an incident assignment

Whenever there is a change

When the parties agree there needs to be a review
All the above

mOnNw»

The following information should be documented.

A. Everything you do

B. Logistics items

C.  Your agency concerns

D. Planning meeting and briefing
F.

E Significant events or activities
What your agency tells you

If you are unable to obtain an initial briefing on the incident you should:

Proceed with your own assessment
Do nothing

Wait for briefing

Take another assignment

o0 H|
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APPENDIX A

ADMINISTRATIVE REQUIREMENTS

Local Administrative Requirements

The local instructor for the agency sponsoring the course is responsible for the
following:

1. Student selection and processing based on criteria established under SPACE
AND CLASSROOM REQUIREMENTS--PREPARATION.

2. Classroom and equipment arrangements.

3. Duplication of handout material--APPENDIX C.

4. Equipment-APPENDIX D.

5. Duplication of final exam.

6. Providing agency specific handouts (check through Instructor's Guide).

7. Recording test scores and issuance of agency training certificates or

notification of failure to satisfactorily complete the course.

National Administrative Requirements

It is requested that instructors and administrators document problems or
recommendations regarding the presentation of NWCG courses. The problems
or recommendations may pertain to:

1. Accuracy or inaccuracy of student responses, based on comparison of
objectives with course performance test results.

2. Technical inaccuracy or inadequacy (policy, procedures, state of the art).
3. Instructional inaccuracy or inadequacy (aids, testing devices, methods, etc.).

Problems or recommendations should be submitted to local training officer for
forwarding to NWCG (BIFC).

The success or failure of a course presentation depends upon the Course
Coordinator and the amount of preplanning done for the presentation.
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The COURSE TIMELINE CHECKLIST enclosed should be used as a guide to
prepare for the presentation of this course. Not all the items listed will fit each
course presentation, but you should adapt this CHECKLIST to your particular
needs. Items typed in caps are generally the most critical items.

Two in particular will be discussed:
1. Student selection and prerequisites

All courses are developed with training and experience prerequisites tied to
them. If the prerequisites are not adhered to as closely as possible, it will affect
the success of the course presentation and hinder the student’s ability to relate
to what is being taught.

2. Instructor prerequisites and Cadre Meeting

Adherence to these prerequisites is also critical. The instructors for this
course must have the background and experience to be able to relate to what
is said in the Course Outline. The instructor with a broad experience level is
helpful to the students when addressing questions by the students.

The instructor Cadre Meeting can make or break a session. Each instructor
should have been sent a copy of the entire course and the assignment prior to
the Cadre Meeting. The Cadre Meeting should provide the opportunity for
all instructors to go over the material and for the Course Coordinator to take
care of any concerns the instructors may have about the session or the
material.

The Cadre Meeting will be critical for instructors who have not been involved in
the course. It will be the responsibility of the Course Coordinator to assist these
instructors in clarifying the the course or a unit should be presented.
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Course: AGENCY REPRESENTATIVE 1-404 Dates:

Time

Assigned Completed
Sequence Date/Who Items to Complete Date

Pr ration

12 mos. Course identification--purpose,
objectives, prerequisites, and prepare
announcement.

10 mos. Order course packages and student
materials.

7 mos. SELECT AND CONFIRM LEAD

INSTRUCTOR, OTHER
INSTRUCTORS, AND SERVICE

COORDINATOR.

6 mos. Review course package, develop
agenda.

5 mos. Issue course announcement.

5 mos. RESERVE CLASSROOM SPACE,

VIDEO AND OTHER EQUIPMENT,
AND SUPPORTIVE AIDS.

5 mos. SET DATE FOR INSTRUCTOR'S
CADRE MEETING TO REVIEW
COURSE MATERIAL,
PRESENTATION OF COURSE, AND
TRAINEE PROFILE SHEETS.

Pr rse Activiti

3 mos. Send course material and instructor
assignments to instructors.

3 mos. Receive training request nominations.

6 wks. Receive course registration forms and
supervisor certification nominees.

A-3
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Course: AGENCY REPRESENTATIVE 1-404 Dates:

Time

Assigned Completed
Sequence Date/Who Items to Complete Date

Preparation

1 mo. Review logistical details with Service
Coordinator, coffee, transportation
needs, etc.

1 mo. HOLD INSTRUCTOR CADRE

MEETING. REVIEW COURSE
REGISTRATION FORMS AND
SUPERVISOR CERTIFICATION,
SELECT STUDENTS AND
ALTERNATIVES.

1 mo. Confirm hotel and transportation
arrangements for instructors and
students.

1 mo. Request opening/closing speaker and
confirm.

3 wks. PREPARE CLASS MATERIAL--
WORKBOOKS, HANDOUTS,
VIEWGRAPHS, ETC.

2 wks. Submit request for kits, supplies,
overtime, etc.

2 wks. Check ETAs of instructors and trainees.

1 wks. Verify necessary transportation,

quarters, meals, etc.

3 days Set up classroom.

A-4
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Course: AGENCY REPRESENTATIVE 1-404 Dates:

Time

Assigned Completed

Sequence Date/Who Items to Complete Date

Course Activities

1 day Icebreaker meeting for instructors and
trainees.

00 Start course with welcome speaker and
ground rules. Take class picture.

+2 days COURSE EVALUATION AND CLOSE
OUT.

Preparation

+2 days Gather instructor materials.

+2 days Prepare letters to student's home office.

+2 wks. Send school pictures, certificates, and
letters.

+3 wks. Send letters of gratitude to instructors,
etc.

+3 wks. Complete recommendations for course
improvements and submit.

+3 wks. Make sure course package is complete

and file.

A-5
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APPENDIX B

AGENCY REPRESENTATIVE

[-404

VIEWGRATPHS
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CONTENTS

INRODUCTION UNIT

00-01-1-404 VG COURSE OBJECTIVES
UNIT 1 PRE-INCIDENT

01-01-1-404 VG UNIT OBJECTIVES
UNIT 2 ARRIVAL/CHECK-IN

02-01-1-404 VG UNIT OBJECTIVES
UNIT 3 FISCAL

03-01-1-404 VG UNIT OBJECTIVES

UNIT 4 COORDINATION/INFORMATION TRANSFER

04-01-1-404 VG UNIT OBJECTIVES

UNIT 5 SAFETY AND WELFARE OF PERSONNEL AND EQUIPMENT

05-01-1-404 VG UNIT OBJECTIVES

UNIT 6 ASSIGNMENT TERMINATION

06-01-1-404 VG UNIT OBJECTIVES

UNIT 7 POST INCIDENT

07-01-1-404 VG UNIT OBJECTIVES
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This course has been designed to meet specific
measurable objectives. Each objective defines what you
will be able to do when you complete the course.

A. Performance Objectives (course objectives)

1.

Identify pre-incident information that you need
to know before an incident assignment.

Identify the different types of briefings in which
you may be involved.

Describe your responsibilities to the incident.
Describe your responsibilities to your agency.
Identify our responsibility during the
demobilization process and/or assignment

termination.

Describe your post incident responsibilities.

00-01-1-404-VG



OBJECTIVE

Upon completion of this Unit, student will be able to:

1. Understand the need to determine the
responsibilities and authorities required by the
student's agency.

2. Assemble an Agency Representative Kit to be
utilized on an incident.

3. Identify key information needed by Agency

Representative in order to perform duties on an
incident.

01-01-1-404-VG



OBJECTIVE

Upon completion of this Unit, student will be able to:

1. Provide agency specific requirements to Liaison
Officer/Incident Commander.

2. Conduct an overall incident assessment.

3. Describe Check-In procedures.

02-01-1-404-VG



OBJECTIVE

Upon completion of this Unit, student will be able to:
1. Understand the need for special contracts.

2. Understand the finance records that need to be
kept for the incident.

3. Complete necessary documentation for the
incident and the student's agency.

03-01-1-404-VG



OBJECTIVE

Upon completion of this Unit, student will be able to:
1. Determine work location at the incident.

2. Determine attendance and participation at
Planning Meetings and briefings.

3. Identify with whom you need to establish working
relationships.

4. Determine contact needs with your agency.

04-01-1-404-VG



OBJECTIVE

Upon completion of this Unit, student will be able to:

1. Understand the need for a working knowledge of
your agency policies and procedures.

2. Describe your responsibilities relating to
accountability of agency personnel and
resources.

3. Identify safety and welfare issues that may affect
personnel and equipment at an incident.

4. Describe methods for determining and

correcting safety and welfare problems at an
incident.

05-01-1-404-VG



OBJECTIVE

Upon completion of this Unit, student will be able to:

1. Identify special reports and documents required
by the incident.

2. Identify what conditions occurred on the incident
that the agency or incident can change for
subsequent actions.

3. Identify demobilization responsibilities and
actions.

06-01-1-404-VG



OBJECTIVE

Upon completion of this Unit, student will be able to:

1. Determine agency specific post incident follow-
up activities.

07-01-1-404-VG
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ASSISTING OR COOPERATING AGENCIES BY TYPE OF INCIDENT

A-  ASSISTING AGENCY
C- COOPERATING AGENCY
B- COULD BE EITHER

INCIDENTS
AGENCY FIRE MULTI- HAZMAT EN%SF‘{(V;E- SEARCH NATURAL
CASUALTY MENT & RESCUE | DISASTER
1. FIRE AGENCIES A A A C A A
2. AMBULANCE CO.'S C A A C C A
3. LAW ENFORCEMENT C A c A A A
AGENCIES
4. PUBLIC WORKS B B B C A A
5. TRANSPORTATION B C C C ¢ A
AGENCIES
6. FAA C C C C C C
7. POWER CO. C C G G C A
8. AIR QUALITY AGENCIES C ¢ A C C C
9.  GAS CO. C C C C C A
10.  FISH & GAME AGENCIES C C A C C C
11.  WATER CO. C C C C C A
12, LANDOWNER A/C C G C A A
13. PHONE CO. C C C C C C
14, CHEMICAL CLEANUP CO. C C A A A A
15.  HEALTH AGENCIES C A A C ¢ A
16.  CONTRACTORS B 8 B B B B
17. RAILROAD C C C C ¢ C
18.  WEATHER BUREAU C C c C c C
19.  RED CROSS C C C C ¢ C
20.  MILITARY B B B B B B

(INSTRUCTIONAL SAMPLE) 01-01-1-404-HO



INCIDENT COST WORK SHEET
(see reverse side for instructions)

Incident Name
Date Operational Period

1 Engine Costs (all agencies/all types)

Number engines Est. Cost
11 Hand Crew Costs (all agencies)
Number Agency Crews Est. Cost
Number Pick-up Labor Crews Est. Cost
Number Custodial Agency Personnel Est. Cost
TOTAL
ITII Dozer Costs
A. Agency Owned (all agencies/all types)
Number Dozers Est. Cost
Number Tenders Est. Cost
Number Transports Est. Cost
Subtotal
B. Rental Dozers
Number Dozers Est. Cost
Number Tenders Est. Cost
Number Transports Est. Cost
Subtotal
TOTAL
IV Aircraft Costs (all agencies/all types)
Number Air Attack/Airtanker Coord Ships Est. Cost
Number Airtankers Est. Cost
Number Recon Est. Cost
Number Helicopters (agency owned) Est. Cost
Number Helicopters (hired) Est. Cost
Gallons Retardant Est. Cost
TOTAL
v Overhead/Staff Costs (all agencies)
Number Command Staff Est., Cost
Number Operations Section Est. Cost
Number Planning Section Est. Cost
Number Logistics Section Est. Cost
Number Finance Section Est. Cost
TOTAL
VI Miscellaneous Equipment
Field Kitchen or Caterer (incl. reefer vans) Est. Cost
Shower Units Est. Cost
Trash Collection Est. Cost
Rental Support Vehicles Est. Cost
IR Aircraft Est. Cost
Numbexr Est. Cost
Number Est. Cost
Number Est. Cost
Number Est. Cost
Number Est. Cost
TOTAL

ICS FORM 228 (12/88)
03-01-1-404-HO (Front)



INSTRUCTIONS FOR COMPLETING THE INCIDENT COST WORK SHEET
(ICS FORM 228)

The ICS Form 228 may be used for collective estimated totals and/or
individual agency totals. To complete the form a general hourly or
daily rate for each resource must be established. Many agencies have
pre-determined this information and it is readily available.

Resource Totals: e.g.:

Times single resource hourly

Equals cost per hour

Times 12 hours per operational period

Total operational period crew costs

4 Handcrews

x $__ 100 per hour

400
x $ 12
$4,800

03-01-1-404-HO (Back)



INCIDENT COST SUMMARY
(See reverse side for instructions)

Incident Name

Date Operaticonal Period

I Engine Costs

ITI Hand Crew Costs

III Dozer Costs

IV Aircraft Costs (incl. retardant)

v Bocat Costs

VIl Overhead Costs

VII Miscellaneous Costs

Est. Oper. Period Total

Est. Incident Total

Prepared by

Cost Unit Leader

03-02-1-404-HO (Front)



INSTRUCTIONS FOR COMPLETING THE INCIDENT COST SUMMARY
{ICS FORM 229)

The ICS Form 229 has been designed to provide a summary of incident
costs for a given operational period. Although designed to be used
in conjunction with the Incident Cost Work Sheet ICS Form 228, it
may be used for collective incident costs, or individual agency
costs. Remember unless specific totals are available, all entries
are best estimates at the time the form is completed.

03-02-1-404-HO (Back)
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Rec'd
From:

Date:

Time:

Incident Name:

AGENCY REPRESENTATIVE
BRIEFING SHEET

|AP: Y/N

Incident Start Date:
Type of Incident:

Time:

Jurisdiction Invotved:

Agencies Involved:

Type of Command:
Liaison Officer:

Resources:

Engine (ST)

Single / Multiple

/

/

Single / Multiple

/

/

Single / Unified / Branched / Area Command

Crews (ST)

Leader Location

Leader Location

1 04-01-1-404-H0
Page 1 of 2



8. Resources {cont.)

Air Pilot Location
Overhead Assignment
Location
Overhead Assignment
Location
Overhead Assignment
Location
Overhead Assignment
Location

9. Issues: Departmental Policy

Assigned Available Out of Service
Rested FED Mechanical
Equipment Morale Transportation
EOC Contact Release Travel
2 04-01--404-HO
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OFFICE OF EMERGENCY SERVICES, FIRE AND RESCUE DiVISION
EIELD INTELLIGENCE REPORT ORDER NO.

STATE OF CALIFORNIA REQUEST NO.
DATE.—______ REPORTBY: INCIDENT NAME:
TIME.__________ RECDBY: LOCATION:

C.D.F. REGION:

DISPATCHED TO: INC. _____ STAGNG MOB ACRESBURNED: ___FUEL:
STARTTIME:________ DATE:
EQUIPMENT %CONTAINED: ________ CONTROL DATE:
S/T # . B N A TR X LS
Ea EE‘AO?AE_R' JURISDICTIONAL AGENCIES: CDF: USFS:
| OES j OTHER: OTHER:
FROM: OTHER: OTHER:
20ES FROM: OTHER: OTHER:
30ES FROM:
4 0ES FROM:
50ES FROM:
DISP. TIME: ETA: .D.
RELEASED: ETA: HOME OTHER: OTHER:
OTHER: QOTHER:
SIT # LEADER: OTHER: OTHER:
FREQ# FROM:
10ES FROM! (——
20ES FROM: RESOURCES:  SINGLE STRIKE TEAMS
8 OES FROM: TYPE 1 2 3 4TOTAL 1 2 3 4TOTAL
40OES FROM:
5 OES. FROM: ENGINES
DISP. TIME: ETA: INC CREWS
RELEASED: ETA: HOME | RTANKERS
SIT # LEADER: COPTERS
FREQ# FROM: OTHERS
10ES FROM:
20ES FROM:
30ES FROM:
4 0ES FROM: LOCATION;
50ES FROM: PHONE #; UNIT NAME;
. , COMSTAT# i
gﬁ;gg\g;. gﬁ: 'IN]OC, \c REPAIR UNITZ i
) . COMM. UNITS# #
SIT # SUPPORT # #
FREQ# COMMAND POST# Jh
1 OES ' D,
2 OES
30ES
40ES FORECAST:
5 0ES
DISP. TIME: INC.
RELEASED.________ETA______________ O o e s w—
-\’.‘MJX-C':-:-:-‘\C-.-’.‘-::-):-:-Z’5-:-3-.':-:-.-!.-.-C'.-.-.-.-. S U P P __'\!-:.:.:._\1.:.:{.:-‘,.:.:.':-:.r_.ﬂ.e.j.!e-:.f.'.. bR AR S A I N C l D E N T C 0 M M A N D E R :
COMSTAT# COMM# OTHER:
REPAIR UNIT # REPEATER#
FIREMARS: OTHER:
FIRE COORDINATORS: SC-_____SC-____SC- NOTE: LIST REMARKS ON REVERSE SIDE.

#100 - REV. 10/24/86 04-02-1-404-HO



ORGANIZATIONAL EXERCISE

Listed below are concerns that might need to be taken care of. Identify
who, in the ICS organization, might be contacted to assist.

Contact

Crews are extremely tired and need a place
to sleep.

One crew member needs to be replaced by
0800 hours the next morning,.

Crews need to be fed.

Vehicles are low on fuel.

Two crew members have lost their gloves
and need replacements.

Time reports need to be completed.

One vehicle has a flat on the inside right-
rear dual.

You want to know what your next
operational assignment is.

Two engines have empty water tanks.

A crew member is suffering from
exhaustion.

A crew member is exhibiting signs of stress.

05-01-1-404-HO



AGENCY REPRESENTATIVE
I-404
FINAL EXAM

NAME

DATE

AGENCY

Is an Agency Representative always ordered by the incident?

True False

In addition to personal items, list five (5) items that are recommended for
inclusion in an Agency Representative Kit.

List five (5) items of information that you should have prior to departing for
the incident.

PAGE 1 OF 5
07-01-1-404-HO



A Cooperating Agency:

A.
B.

C
D.

Is the local Sheriffs Department

Provides personnel and equipment for the incident and does not have to
check-in or go through demobilization.

Assists in the direct control of incident and must be formally demobilized.
Is an adjacent fire jurisdiction

An Agency Representative reports to:

TEYOW >

The Liaison Officer

The Planning Section Chief
Local fire department's chief
Technical specialists

Strike Team Leader
Information Officer

An Assisting Agency:

A.

B.
C
D.

Is the U.S. Forest Service

Is an agency involved in the direct control of an incident and must check-
in and must be demobilized from the incident.

Must always have a Cooperative Agreement.

Is an agency involved with personnel and equipment to assist at the
incident but does not check-in or demob.

Where is status kept of your agency personnel and equipment on the incident.

monN=»

Demobilization Unit
Documentation Unit
Supply Unit
Communication Unit
Resource Unit

To verify your agency resources that have been assigned or are enroute to the
incident you would contact:

mg0w >

Liaison Officer
Incident Commander
Your agency dispatch
Highway Patrol
Information Officer

PAGE 2 OF 5
07-01-1-404-HO



10.

11.

12.

13.

14.

An Agency Representative takes specific direction from:

Incident Commander
Operations Section Chief
Local fire department
Your agency administrator
Liaison Officer

mOOw>

Priorities for release of your agency's resources on an incident are established by
the:

Incident Commander
Demob Unit Leader
Agency Representative
Planning Section
Strike Team Leader

monNw>

Cost Agreements on incidents are negotiated by:

A. Agency Administrators

B. Accounting Section Leader

C. Agencies involved in the incident
D. Cost Unit Leader

For on-incident fiscal matters you will most likely contact:

Incident Commander
Logistics Section
Finance Section
Agency Accountants
Claims Unit Leader

MY N

In absence of a Safety Officer you would report unsafe conditions or practices to:

A. Incident Commander
B. Logistics

C. Medical Unit Leader
D. Highway Patrol

E. Liaison Officer

The Agency Representative's major responsibility on an incident is:

A. Making motel reservations

B. Assuring the welfare and safety of your agency personnel/equipment
C. Dispatching new resources

D. Demobilization of your resources

PAGE 3 OF 5
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15. You should receive your initial briefing from:

Operations Section Chief
Planning Section Chief
Logistics Section Chief
Check-In Recorder
Liaison Officer

Any of the above

mmgns e

16. Assisting/Cooperating Matrix:

Mark C for Cooperating Agency, Mark A for Assisting Agency, or B for Both.

AGENCY/ VEGETATION SEARCH AND HAZMAT NATURAL
INCIDENT FIRE RESCUE DISASTERS

Sheriff

Red Cross

County Fire

Military

Forest Service

Health Agencies

Public Works

17. On incident equipment repairs are handled by:

A. Incident Commander

B. Finance Section Chief

C. Ground Support Unit Leader
D. No one, you take care of it.

18. ICS standards allow for how many Agency Representatives per agency per

incident.
A. one
B. two
C. three

D. four or more

19. You are assigned as Agency Representative on an incident and the news service
approaches you for an update. What actions would you take:

Tell them to see the Incident Commander

Tell them to see the Planning Section Chief.

Give them brief information and send them to the Information Officer.
Tell them to call your agency.

oNnwp

PAGE 4 OF 5
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20.

21.

23.

24,

Your work location should be established at:

A.

B.
C.

D.

Your agency dispatch center

The ICP, close to the Planning Section
The base
The local fire or law enforcement station

Incident objectives are found in the:

A.

B.
C.

D.

Agreements, contracts, operating plans, and reimbursement procedures should

Planning Section
Communication Plan
Finance Section
Incident Action Plan

be reviewed by Agency Representative:

mONw >

Once a year

Before an incident assignment

Whenever there is a change

When the parties agree there needs to be a review
All the above

The following information should be documented.

TN ® >

Everything you do

Logistics items

Your agency concerns
Planning meeting and briefing
Significant events or activities
What your agency tells you

If you are unable to obtain an initial briefing on the incident you should:

A.

B.
C.
D

Proceed with your own assessment
Do nothing

Wait for briefing

Take another assignment

PAGE 5 OF 5
07-01-1-404-HO



NAME

COURSE EVALUATION

OBJECTIVES:

1. YES NO

INSTRUCTOR

2. YES NO

STUDENT

3. YES NO

WERE COURSE AND UNIT OBJECTIVES CLEAR
AND UNDERSTANDABLE? IF NOT, WHY?

DID THE INSTRUCTOR'S PRESENTATION
SUPPORT THE COURSE AND UNIT
OBJECTIVES? IF NOT, WHY?

DO YOU FEEL THIS COURSE IS AN EFFECTIVE
TRAINING COURSE IN PREPARING YOU TO
PERFORM YOUR JOB? IF NOT, WHY?

4. WHAT BENEFITS DO YOU FEEL YOU GOT FROM THIS COURSE?

NEW KNOWLEDGE THAT IS PERTINENT TO YOUR JOB.
CHANGE OF ATTITUDE THAT WILL HELP IN ANY JOB.

SPECIFIC SKILLS, TECHNIQUES, OR APPROACHES THAT
I CAN APPLY ON MY JOB.

5. WHAT WOULD HAVE MADE THIS COURSE BETTER?

07-02-1-404-HO
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EQUIPMENT

Tape synchronizer

35 mm slide/tape projector
Projection screen
Chalkboard

Chalk

Flipchart

Marking pens

Overhead projector
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PREFACE

This package has been developed by a Multi-Agency Group

This group was established to fulfill a task identified by the FIRESCOPE Operations
Team.

The group make-up is as follows:

California Department of Forestry and Fire Protection
Los Angeles County Fire Department
Orange County Fire Department
Office of Emergency Services
Santa Barbara County Fire Department
USDA Forest Service
Bureau of Land Management








