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Guidelines for assigning Leadership staff:
Select the people for the leadership positions first. These are called Section Chiefs.  
· Operations Section Chief:  Will have the most people reporting to them.  Needs to be a good leader and able to supervise, delegate and monitor multiple functions simultaneously.
· Logistics Section Chief:  A very organized person.  They have skills in managing inventory, organizing and customer service.  
· Planning Section Chief:  This person leads a team that is responsible for documenting the entire incident.  At the same time, they need to be able to plan beyond what is happening immediately and anticipate future problems.  This person will work very closely with the Incident Commander to him/her informed of all that is happening on campus.  This person needs to be detail orientated, creative thinker and able to step in as Incident Commander if needed.  
· Finance & Administration Section Chief:  This is typically delegated later in the incident.  This person needs to know the policies and procedures for purchasing, time keeping and other business operations of the school.  This section is extremely important in documenting the school’s assets prior to any event, for insurance and recovery purposes.    

Guidelines for assigning staff to teams

· 50% of staff are assigned to Student Care. 
· 50% of staff are assigned to the other teams.  If you don’t have enough staff for all assignments, then give priority to:
1. Operations
2. Logistics
3. Planning
4. Finance/Admin (delayed until staffing available and needed)  

· Select a team leader for each team and list them first in the box with their names in bold print.  
· For safety purposes, response teams such as site facility, search and rescue & medical need to work in teams of 2 at minimum.  
· Student release team needs a minimum of 6 people – 2 at the check in gate, 2 at the release gate and 1 runner and 1 team leader.  This is where you can use Student Support Teams to help out as runners, provided they are trained.    
· If you have two part time people that make nearly one full time position, assign them both to the same team. (Example:  if you have a specialist that works Monday & Wednesday and another that works Tuesday and Thursday, then they can be considered one staff person.  Between them, they cover enough of the week to be assigned on any team.)  
· If you don’t have enough staff for all the assignments, you can assign a person to two teams, with the understanding that their first assignment is primary and their secondary assignment (identified by a * by their name) is upon direction if needed.  Example:  A staff person can be assigned to Student Care as their primary responsibility and as Liaison as their secondary assignment.  You would list their name in both places and put a * by their name in the Liaison box.  They should receive both job descriptions and they should understand they may be pulled from medical and assigned to liaison if needed.    
· Any section (operations, planning, logistics, admin/finance) that is not assigned is the responsibility of the Incident Commander until delegated.  
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