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Task Instructions and Checklists 

Operations Section Chief 

The Operations Section Chief, a member of the General Staff, is responsible for managing all 
operations directly applicable to the primary mission.  The Operations Section Chief activates and 
supervises elements in accordance with the Incident Action Plan, and directs its execution; 
activates and executes the WCMRC Site Specific Safety Plan; directs the preparation of unit 
operational plans; requests or releases resources; makes expedient changes to the Incident 
Action Plans as necessary; and reports such to the WCMRC Spill Response Manager. 
 
Reporting to WCMRC Spill Response Manager 
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Notification: 
 
Notification responsibilities for all WCMRC ICS personnel are covered at the beginning of each 
section of the WCMRC FOG. 

 
Initial Response Phase: 
 
The Initial Response Phase starts with the initial notification to WCMRC that a spill has occurred, 
and ends at the beginning of the ICS Planning or Operational Phase.  This phase covers the 
responder’s first critical hours that may be spent at an operational cleanup site, aboard a 
response vessel, at a staging area, or in the Incident Command Post (ICP).  This phase may be 
as short in duration as a few hours, or as long as 72 hours depending on the location and nature 
of the spill.  The goal of the Incident Command (IC) is to shorten the Initial Response Phase and 
enter the Planning/Operational Phase as soon as possible. 

 
Your role during the Initial Response Phase is to complete the tasks, generate the outputs, and 
participate in the meetings outlined below: 
 
Tasks: 
 

 Conduct a rapid assessment of the incident to gather the information required to develop 
objectives and tactics for the Initial Response 

 

 If you are not supervising staff at this point, remember that you must assume the duties of the 
positions that report to you. 

 

 Develop and implement accountability, safety and security measures for personnel and 
resources.  

 

 If a Safety Officer has not been appointed, or is not on scene, immediately appoint one 
or more Safety Watch positions to help ensure safe tactical operations. 

 

 If not completed yet, complete the ICS 201  
 

 Clearly assign appropriate Divisions and Groups, allowing for growth/expansion as the 
incident develops (reference pages 9/10) 

 
 Brief and assign operations personnel and resources in accordance with the tactics 

developed to meet the initial objectives identified on the ICS 201 
 

 Conduct tactical operations for the cleanup of spilled oil while ensuring: 
 

 Effective communications with field operations 
 

 Close contact and effective information flow with field supervisors and leaders 
 

 Efficient and effective use of resources, including reassignment, addition, or release 
of resources 
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 Efficient and effective use of arriving resources from mutual aid partners, government 
agencies, and contractors 

  

 Support RP activities in vessel salvage and lightering as required and able. 
 

 Provide field supervisors with the necessary equipment, materials, and supplies needed for 
effective response operations 

 

 Supervise and assign specific duties to staff as required, order additional staff as appropriate, 
and confirm dispatch and ETA of staff and supplies.   

 

 Request/requisition resources needed to implement Operation’s tactics as part of the Initial 
Response 

 

 Establish and maintain close contact with the Planning Section as it develops, to ensure that 
Operations has current information on: 

 

 Sensitive areas requiring protection 

 Revised Spill Data  

 Surveillance reports or trajectory models 

 Weather 

 Changes to priorities or plans 

 

  Make, or approve, expedient changes to tactics as required during the Initial Response 

 Assemble and disassemble teams/task forces assigned to the Operations Section.  

 Report information, observations, activities, events, and occurrences to Incident Commander 
as well as to Planning Section Chief and Information Officer as required. 

 Review and approve accident and medical reports 

 Take an active and decisive role in the development of the Incident Action Plan 

 Prepare a Shift Change Briefing document (BCO102) for incoming Section Chief.  

 Maintain a log of all activities (ICS 214) and forward to Documentation Unit at the end of the 
shift.   

 Review and approve WCMRC worksheets for all WCMRC personnel employed in the 
Operations Section and forward to the Documentation Unit. 

 
Operational Phase: 
 
The Operational Phase follows the Initial Response Phase.  This Phase is characterized by a set 
Operational Period and a planned approach to the spill response.  Many, if not most of the 
required Command and General Staff positions have been filled and tasks will begin to become 
routine over the course of the Operational Phase. 
 
Your role during the Operational Phase is to complete the tasks, generate the outputs, and 
participate in the meetings outlined below: 
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Tasks: 
 

 Take an active and decisive role in the development of the Incident Action Plan 
 

 Brief and assign operations personnel and supervise execution of the Incident Action Plan for 
Operations. 

 

 Request resources needed to implement Operation’s tactics as part of the Incident Action 
Plan development (ICS 215). 

 

 Ensure safe tactical operations. 
 

 Make, or approve, expedient changes to the Incident Action Plan during the operational 
period, as necessary. 

 

 Approve suggested list of resources to be released from assigned status (not released from 
the incident). 

 

 Assemble and disassemble teams/task forces assigned to operations section.  
 

 Report information about changes in the implementation of the IAP, special activities, events, 
and occurrences to Incident Commander as well as to Planning Section Chief and 
Information Officer. 

 Prepare a Shift Change Briefing document (BCO102) for incoming Section Chief.  

 Maintain a log of all activities (ICS 214) and forward to Documentation Unit at the end of the 
shift.   

 Review and approve WCMRC worksheets for all WCMRC personnel employed in the 
Operations Section and forward to the Documentation Unit. 

 
Demobilization Phase 
 
The Demobilization Phase or “Demob” for any position or function may occur at any time during 
the response.  It typically occurs when a function, position, or resource is no longer required for 
the spill response.  In some cases, this phase may begin before the resource is actually 
withdrawn from service. 
 
Your role during the Demob Phase is to complete the tasks outlined below: 
 
Tasks: 
 

 Review Demobilization Plan to determine operational impacts and work steps required to 
implement the plan. 

 Approve list of resources to be released from the incident. 

  Prepare a Shift Change Briefing document (BCO102) for incoming Section Chief.  

 Maintain a log of all activities (ICS 214) and forward to Documentation Unit at the end of the 
shift.   
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 Review and approve WCMRC worksheets for all WCMRC personnel employed in the 
Operations Section and forward to the Documentation Unit. 

 

Be sure that you have sent all of your documentation to the Documentation Unit and that 
you check out with Security or with your last staging area prior to departing for home. 

 
Operations Section Chief – Documents and Forms 
 
Documents and forms for this position are detailed in the following pages. Documents are 
categorized as “Generating”, “Receiving” or “Review and Approve”. 
 
Generating refers to those forms that will be generated by the person in the position. 
 
Receiving refers to those forms that will be received by the person in the position. 
 
Review and approve refers to those forms that will be reviewed and/or approved by the person in 
the position. 
 

 

Position: Operations Section Chief    Location: ICP   Section: 
Operations 

 

Form # Form Name Purpose Prepared by When 
Routing of 
Form 
In order shown 

  Generating    

ICS -201  Incident Briefing 
Initial response Planning and 
Documentation tool.  

Operations 
Section Chief 

Once / Initial 
Response  

Documentation 
Unit 
Situation Unit 
ICS Sections 

ICS-214a  Individual Log 
Records details for each individual’s 
activities. 

Self Daily  

ICS-213 General Message 
Memo format for any subject that 
requires a hard copy. 

Anyone  At any time 
Copy to 
Document Unit 
for their records. 

BCO-102  
Shift Change / Transfer 
of Command 

Ensure outgoing personnel apprise 
incoming or relieving personnel of 
pertinent information. 

Self 
At the end of the 
current shift  

Original to 
Documentation 
Unit 

BCO-115  Time Sheet 
Documents daily time worked for pay 
and billing purposes. 

Self Daily 
 
 
 

ICS-215  
Operational Planning 
Worksheet 

Provides Planning and Operations 
with the frame work of activities for 
the next NOP 

Planning and 
Operations 

Each 
Operational 
Period 

Operations, 
Documentation 

ICS-204b 
Initial Response Phase 
Assignment 

To identify assignments for the initial 
response period 

Self  
Prior to the initial 
response 
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Form # Form Name Purpose Prepared by When 
Routing of 
Form 
In order shown 

Receiving 

 
WCMRC FOG Role 
Description Booklet 

Describes the detailed tasks that 
each member of the Incident 
Command Organization must 
undertake during the various stages 
of an incident from the Initial 
Response Phase through the 
Operational Phase to the Mobilization 
Phase. 

Available from 
the ICP Supply 
Sets 

  

 
WCMRC Incident Action 
Plan 

The IAP contains general control 
objectives reflecting the overall 
incident strategy and specific action 
plans for the next operation period. 
This form is a cover sheet and 
contains as attachments: ICS-203 –
Organization Assignment List; ICS-
204-Assignment List; ICS-204a- 
Assignment List Attachment; ICS-
205- Incident Radio Communications 
List(Day 2 Onward); ICS-2-7-Incident 
Organization Chart; ICS-209-Incident 
Status Summary; ICS-232-
Resources at Risk; ICS-232a-ACP 
Site Index 

Prepared by 
Planning Section 
Chief.  

Approved by 
the RO Spill 
Response 
Manager 

ASAP, after the 
Plan has been 
developed and 
reviewed. 

 

BCO-102 
Shift Change / Transfer 
of Command 

Ensure outgoing personnel apprise 
relief personnel of pertinent 
information. 

Incumbent 
before 
commencement 
of new shift 

Original to 
Documentation 
Unit 

ICS-205a 
Communications List- 
Day 1 

Records methods of contact for 
personnel assigned to the incident. 

Logistics: 
Communications 
Unit Leader . 
Can be filled out 
during check-in 
and maintained 
by 
Communications 
Unit personnel. 

  

ICS-213 General Message 
Memo format for any subject that 
requires a hard copy. 

Anyone  At any time 
Copy to 
Document Unit 
for their records. 

ICS-221 
Demobilization 
Checkout 

Release Resources from Response 
Demobilization 
Unit Leader 

End of event 
Group 
Supervisors 

ICS-231 Meeting Summary 
Details attendees and notes on 
particular meetings.  

Prepared under 
direction of the 
meeting 
facilitator and 
coordinated 
through Unified 
Command. 

Reviewed by 
the RO Spill 
Response 
Manager- 
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Form # Form Name Purpose Prepared by When 
Routing of 
Form 
In order shown 

BCO-113 Daily Worksheet 

Daily summary of all WCMRC 
personnel, equipment and services 
and Contractor and FOSET 
personnel and equipment.  

Recovery and 
Protection 
Branch Director 
Air Operations 
Branch Director 
Wildlife Branch 
Director 

Daily  

BCO-115 Time Sheet 
Documents daily time worked for pay 
and billing purposes. 

Direct Reports Daily Finance / Admin 

 
Immediate Supervisor: Spill Response Manager 
 
Direct Reports:  Recovery and Protection Branch Director, Air Operations Branch Director, 
Wildlife Branch Director Safety Watch, Staging Area Manager, Admin Support 
 

 

Routing Plan – Indicate the method proposed for delivery of form(s): hand, fax, courier, vessel, 
truck, etc. 

 

Form # Form Name From: To: How: 

     

     

     

     

     

     

     

     

     

     

     

 

 



ICS204b Operations Section Chief March 3 2010 

1. Incident Name 

 

2. Operational Period (Date/Time) 

From:        To:       

ICP Assignment 
ICS 204 (B)-OS 

3. Section  
                  Operations  

4. Role:  
                           Operations Section Chief  
                             

5. Personnel Name Affiliation Contact # (s) 
 

Spill Response Manager:        

Operations Section Chief: ___________________________________________________________________________ 

  Safety Officer:        

6. Assignments This Period  

 
Time  

Completed 

Initial Response Phase Assignments 

(for further details refer to the Field Operations Guide)  
  Maintain an individual log and log all Operations activities  (ICS 214-OS, ICS214a-OS) 

  Review the initial incident information (BCO 101-ICS 201) and establish the immediate priorities  

  Ensure that the RP has controlled the source? 

  Obtain MSDS and ensure that responders have copies 

  Ensure that all gas testing is complete and risks are mitigated prior to responding. Check MSDS for 
additional information 

  If MSDS identifies the need for personal protective equipment  (PPE) ensure all responders have the 
required PPE prior to responding 

  Ensure safety tailgate meetings are being conducted and documented for each operation. Establish 
safety watch positions as applicable for the field. 

  Is Gas testing required? If yes, obtain a copy of the RP’s spill response plan – review 
sensitivities/priorities identified.  

  Conduct an over flight as soon as possible to go along with the trajectory model. Schedule and post 
subsequent over flight plans. Ensure Lead Agency and RP have seats on the flight, if possible. 

  Work with the Planning Section and REET to identify the sensitivities. 

  Develop an action plan for shorelines impacted and for on water recovery. 

  Deploy containment and deflection boom to aid in collection of oil and/or protect areas of sensitivity.  

  Ensure clear communications have been established between the field and ICP – refer to Logistics. 

  Work with Logistics to establish staging areas and staging personnel to coordinate and control the 
movement of equipment, materials and supplies.  

  Establish a temporary storage plan to handle initial liquid and solid waste  

  Develop maps: geographical divisions and operational groups; detail spill and response deployment 

  Define and record all current work assignments underway on the BCO 101-ICS 201. Ensure BCO 101-
ICS201 is accurate and complete before Initial Briefing and hand over to SRM. Continue to update until 
the initial Incident Action Plan has been completed. 

  Define organization in place currently and plan for a night shift (2
nd

 shift) for the ICP and potentially field 
operations. 

  Work with Planning in the development of tactics and the operational  ICS 204 assignments for the  
next operational period  Including ICS 215 (Resource Unit) and ICS 215(a) 

  Prepare ICs 204b-Assignments for each Operations role and forward to Planning for input to the IAP. 

  Prepare shift change documentation  (BCO102) 

  Prepare a time sheet for Operations and forward to Finance  ( BCO302a-Daily Worksheet-Time) 

7. Other Instructions:  

 Evaluate the need for wildlife  recovery and/or hazing where appropriate and approved by government agencies   

8. Meeting to prepare for:  

 Situation briefing with RP / government agencies: define actions underway, review Incident Report (BCO 101-ICS 201), and obtain 
sign off on the initial Work Order for the response. Review initial priorities established at the scene. 

 Initial Briefing: review BCO 101-ICS 201 with the SRM and others as part of the Initial Briefing hand over. Highlight any key issues 
/ Risks /Safety concerns, as well as action undertaken. Attach a copy of signed Work Order.  

 Staff Briefing: conduct a safety briefing for staff, update staff on incident and organization /section priorities.  

 Tactics and Planning meetings: work with Planning to develop a good operational plan for NOP.   

9. Copy of any initial phase meetings: ( List and attach):  

10. Signature of Operations Section Chief:  11. Approved By  RO-SRM:                      Date/Time 

            



  

 Field Operations Guide (FOG) Issued: February 2007 

 Operations Section Revised: Sept. 2011 

 

FOG-Operations - Administrative Support Sept. 2011  Page 1 of 6 

Administrative Support 

Provides administrative support to the Operations Section. 
 
Reporting to Operations Section Chief 

 
 

 
 
 
Notification: 
 
Notification responsibilities for all WCMRC ICS personnel are covered at the beginning of each 
section of the WCMRC FOG. 

 
Initial Response Phase: 
 
The Initial Response Phase starts with the initial notification to WCMRC that a spill has occurred, 
and ends at the beginning of the ICS Planning or Operational Phase.  This phase covers the 
responder’s first critical hours that may be spent at an operational cleanup site, aboard a 
response vessel, at a staging area, or in the Incident Command Post (ICP).  This phase may be 
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Rehab Centre 
Manager 

Volunteer 
Liaison 

Hazing Group 
Supervisor 

Wildlife Branch 
Director 

Operations 
Section Chief 



  

 Field Operations Guide (FOG) Issued: February 2007 

 Operations Section Revised: Sept. 2011 

 

FOG-Operations - Administrative Support Sept. 2011  Page 2 of 6 

as short in duration as a few hours, or as long as 72 hours depending on the location and nature 
of the spill.  The goal of the Incident Command (IC) is to shorten the Initial Response Phase and 
enter the Planning/Operational Phase as soon as possible. 
 
Your role during the Initial Response Phase is to complete the tasks, generate the outputs, and 
participate in the meetings outlined below: 
 
Tasks: 
 

 Answering incoming calls, taking messages and delivering as appropriate; 
 

 “Pull” Operations Section mail and information from the Situation Unit every half hour as it 
develops and: 

 

 immediately advise the Operations Section Chief 

 distribute mail and information as required 

 post items in Operations section as required, or as directed by the Operations 
Section Chief 

 

 Receive and distribute mail that originates outside of the Situation Unit 
 

 Track and know the whereabouts of the Operations Section Chief and key section personnel, 
and implement a method for recalling them immediately as required 

 

 Typing, word processing, photocopying and faxing; 
 

 Ordering/obtaining additional office supplies; 
 

 Filing of Operations Section documents, forms, etc., and forwarding appropriate documents 
to the Documentation Unit at the end of every shift 

 

 Maintaining the Operations Section area in a neat and orderly manner to improve Section 
effectiveness and efficiency. 

 

 Other duties as assigned 
 

 May be required to document minutes of the section meetings; 
 

 Maintain unit log of issues and decisions; 
 

 Prepare a Shift Change Briefing document (BCO102) for incoming Administrative Support.  

 Maintain a log of all section activities (ICS 214a) and forward to Documentation Unit at the 
end of the shift.   

 Complete a WCMRC worksheet for all WCMRC employees in the Operations Section for 
approval by the Operations Section Chief. 
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Operational Phase: 
 
The Operational Phase follows the Initial Response Phase.  This Phase is characterized by a set 
Operational Period and a planned approach to the spill response.  Many, if not most of the 
required Command and General Staff positions have been filled and tasks will begin to become 
routine over the course of the Operational Phase. 
 
Your role during the Operational Phase is to complete the tasks, generate the outputs, and 
participate in the meetings outlined below: 
 
Tasks: 

 Answering incoming calls, taking messages and delivering as appropriate; 
 

 “Pull” Operations Section mail and information from the Situation Unit every half hour as it 
develops and: 

 

 immediately advise the Operations Section Chief 

 distribute mail and information as required 

 post items in Operations section as required, or as directed by the Operations 
Section Chief 

 

 Receive and distribute mail that originates outside of the Situation Unit 
 

 Track and know the whereabouts of the Operations Section Chief and key section personnel, 
and implement a method for recalling them immediately as required 

 

 Typing, word processing, photocopying and faxing; 
 

 Ordering/obtaining additional office supplies; 
 

 Filing of Operations Section documents, forms, etc., and forwarding appropriate documents 
to the Documentation Unit at the end of every shift 

 

 Maintaining the Operations Section area in a neat and orderly manner to improve Section 
effectiveness and efficiency. 

 

 Other duties as assigned 
 

 May be required to document minutes of the section meetings; 
 

 Prepare a Shift Change Briefing document (BCO102) for incoming Administrative Support.  

 Maintain a log of all section activities (ICS 214a) and forward to Documentation Unit at the 
end of the shift.   

 Complete a WCMRC worksheet for all WCMRC employees in the Operations Section for 
approval by the Operations Section Chief. 
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Demobilization Phase 
 
The Demobilization Phase or “Demob” for any position or function may occur at any time during 
the response.  It typically occurs when a function, position, or resource is no longer required for 
the spill response.  In some cases, this phase may begin before the resource is actually 
withdrawn from service. 
 
Your role during the Demob Phase is to complete the tasks outlined below: 
 

Tasks: 
 

 Assist with stowing and packing section materials. 

 Prepare a Shift Change Briefing document (BCO102) for incoming Administrative Support.  

 Maintain a log of all section activities (ICS 214a) and forward to Documentation Unit at the 
end of the shift.   

 Ensure that WCMRC worksheets have been completed for all WCMRC employees in the 
Operations Section for approval by the Operations Section Chief. 

 

Be sure that you have sent all of your documentation to the Documentation Unit and that 
you check out with Security or with your last staging area prior to departing for home. 

 

Administrative Support – Documents and Forms 

 

Documents and forms for this position are detailed in the following pages. Documents are 
categorized as “Generating”, “Receiving” or “Review and Approve”. 
 
Generating refers to those forms that will be generated by the person in the position. 
 
Receiving refers to those forms that will be received by the person in the position. 
 
Review and approve refers to those forms that will be reviewed and/or approved by the person in 
the position. 

 

Position: Admin Support    Location: ICP    Section: 
Operations 

 

Form # Form Name Purpose 
Prepared 
by 

When 
Routing of 
Form 
In order shown 

  Generating    

ICS-214 Unit Log 

Records details of unit activity, 
including strike team activity. These 
logs provide the basic reference from 
which to extract information for 
inclusion in any after-action activity. 

Self Daily at shift end  
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Form # Form Name Purpose 
Prepared 
by 

When 
Routing of 
Form 
In order shown 

ICS-214a  Individual Log 
Records details for each individual’s 
activities. 

Self Daily  

ICS-213 General Message 
Memo format for any subject that 
requires a hard copy. 

Anyone  At any time 
Copy to 
Document Unit 
for their records. 

BCO-102  
Shift Change / Transfer 
of Command 

Ensure outgoing personnel apprise 
incoming or relieving personnel of 
pertinent information. 

Self 
At the end of the 
current shift  

Original to 
Documentation 
Unit 

ICS-231 Meeting Summary 
Details attendees and notes on 
particular meetings.  

Prepared 
under 
direction of 
the meeting 
facilitator and 
coordinated 
through 
Unified 
Command. 

Reviewed by 
the RO Spill 
Response 
Manager- 

  

BCO-115  Time Sheet 
Documents daily time worked for pay 
and billing purposes. 

Self Daily 
 
 
 

  Receiving    

 
WCMRC FOG Role 
Description Booklet 

Describes the detailed tasks that 
each member of the Incident 
Command Organization must 
undertake during the various stages 
of an incident from the Initial 
Response Phase through the 
Operational Phase to the Mobilization 
Phase. 

Available from 
the ICP 
Supply Sets 

  

BCO-102 
Shift Change / Transfer 
of Command 

Ensure outgoing personnel apprise 
relief personnel of pertinent 
information. 

Incumbent 
before 
commencement 
of new shift 

Original to 
Documentation 
Unit 

ICS-213 General Message 
Memo format for any subject that 
requires a hard copy. 

Anyone  At any time 
Copy to 
Document Unit 
for their records. 

BCO-115 Time Sheet 
Documents daily time worked for pay 
and billing purposes. 

Direct Reports Daily Finance / Admin 

ICS-204b 
Initial Response Phase 
Assignment 

To identify assignments for the initial 
response period 

Section Chief 
Prior to the initial 
response 

 

 

Immediate Supervisor: Operations Section Chief 
Direct Reports:  None 
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Routing Plan – Indicate the method proposed for delivery of form(s): hand, fax, courier, vessel, 
truck, etc. 

 

Form # Form Name From: To: How: 

     

     

     

     

     

     

     

     

     

     

     

 

 

 

 

 

 
 
 



  

 Field Operations Guide (FOG) Issued: February 2007 

 Operations Section Revised: Sept. 2011 

 

FOG-Operations - Saftey Watch Sept. 2011  Page 1 of 7 

 

Safety Watch 

 
The Safety Watch operates in the field to ensure that incident response operations at the site 
level are conducted in a safe manner in keeping with the Site Safety and Health Plan and 
WCMRC Health and Safety practices.  The Safety Watch works with the Safety Officer to ensure 
that effective two-way safety communication is established between the field and the Incident 
Command Post.  
 
Note -  The Safety Watch may be assigned at the Division, Group, Task Force or Strike 

Team Level depending on number of workers, geographic spread and the 
circumstances of the spill. 

 

Reporting to Operations Section Chief and functionally to the Safety Officer. 
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Helicopter Coord. 
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Director 

Operations 
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Notification: 
 
Notification responsibilities for all WCMRC ICS personnel are covered at the beginning of each 
section of the WCMRC FOG. 

 
Initial Response Phase: 
 
The Initial Response Phase starts with the initial notification to WCMRC that a spill has occurred, 
and ends at the beginning of the ICS Planning or Operational Phase.  This phase covers the 
responder’s first critical hours that may be spent at an operational cleanup site, aboard a 
response vessel, at a staging area, or in the Incident Command Post (ICP).  This phase may be 
as short in duration as a few hours, or as long as 72 hours depending on the location and nature 
of the spill.  The goal of the Incident Command (IC) is to shorten the Initial Response Phase and 
enter the Planning/Operational Phase as soon as possible. 
 
Your role during the Initial Response Phase is to complete the tasks, generate the outputs, and 
participate in the meetings outlined below: 
 
Tasks: 
 

 If the Command Staff Safety Officer position has not been established, conduct a WCMRC 
Tailgate Safety Briefing, and as time allows, begin to complete a WCMRC Site Specific 
Safety and Health Plan form 

 If response activities cannot be conducted safely on site, halt operations.  (Note – the 
Safety Watch position has the authority of the Incident Commander to halt operations 
immediately if a serious safety issue arises) 

 Supervise and assign specific duties to staff as required, order additional staff as appropriate, 
and confirm dispatch and ETA of staff and supplies.   

 If you are not supervising staff at this point, remember that you must assume the duties of the 
positions that report to you. 

 Develop and implement accountability, safety and security measures for personnel and 
resources.  

 Review safety practices with responding field personnel: 

 ensure that all personnel have appropriate training 

 appropriate PPE and its use 

 provide specific safety briefings (i.e. helicopters) where required 

 Establish safe work areas/zones 

 Monitor environmental working conditions, including vapour exposures, combustible gasses, 
O2, and hydrogen sulphide 

 Implement personal protective equipment requirements to mitigate hazards. 

 Monitor physical working conditions, including: 

 slippery surfaces 

 wave exposures 

 predatory animals 
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 temperature extremes 

 Monitor workers for obvious signs of: 

 temperature related illness – hyperthermia or hypothermia 

 fatigue 

 sickness -  attempt to determine cause 

 stress or strain injuries 

 abrasions 

 rashes (petroleum acne or allergic reactions) 

 Relieve injured or sick workers from active duty and advise first aid attendant immediately  

 Provide an ongoing assessment of site safety hazards 

 Maintain close contact with site supervisors and leaders, and ensure that safety messages 
and advisories are passed to all personnel. 

 Advise Operations Section Chief and if staffed, the Safety Officer, of existing or potential 
hazards. 

 Prepare a Shift Change Briefing document (BCO102) for incoming Safety watch 

 Maintain a log of all activities (ICS 214) and forward to Documentation Unit at the end of the 
shift.   

 Ensure that WCMRC worksheets have been completed for all WCMRC employees in the 
Safety Watch for approval by the Operations Section Chief. 

 
Operational Phase: 
 
The Operational Phase follows the Initial Response Phase.  This Phase is characterized by a set 
Operational Period and a planned approach to the spill response.  Many, if not most of the 
required Command and General Staff positions have been filled and tasks will begin to become 
routine over the course of the Operational Phase. 
 
Your role during the Operational Phase is to complete the tasks, generate the outputs, and 
participate in the meetings outlined below: 
 
Tasks: 

 Implement the WCMRC Site Specific Safety and Health Plan developed by the Safety Officer 

 Conduct WCMRC Tailgate Safety Briefings, and review safety practices with responding field 
personnel 

 If response activities cannot be conducted safely on site, halt operations.  (Note – the 
Safety Watch position has the authority of the Incident Commander to halt operations 
immediately if a serious safety issue arises) 

 Develop and implement specialized safety briefings for helicopters, small boat safety, and 
others as required 

 Establish safe work areas/zones 

 Monitor environmental working conditions, including vapour exposures, combustible gasses, 
Oxygen, and hydrogen sulphide 
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 Monitor physical working conditions, including slippery surfaces, wave exposures, predatory 
animals, temperature extremes, etc. 

 Implement personal protective equipment requirements to mitigate hazards. 

 Provide an ongoing assessment of site safety hazards and monitor physical working 
conditions, including: 

 slippery surfaces 

 wave exposures 

 predatory animals 

 temperature extremes 

 monitor workers for obvious signs of: 

 temperature related illness – hyperthermia or hypothermia 

 fatigue 

 sickness -  attempt to determine cause 

 stress or strain injuries 

 abrasions 

 rashes (petroleum acne or allergic reactions) 

 Relieve injured or sick workers from active duty and advise first aid attendant immediately  

 Maintain close contact with site supervisors and leaders, and ensure that safety messages 
and advisories are passed to all personnel. 

 Advise Operations Section Chief and the Safety Officer, of existing or potential hazards. 

 Prepare a Shift Change Briefing document (BCO102) for incoming Safety watch 

 Maintain a log of all activities (ICS 214) and forward to Documentation Unit at the end of the 
shift.   

 Ensure that WCMRC worksheets have been completed for all WCMRC employees in the 
Safety Watch for approval by the Operations Section Chief. 

 
Demobilization Phase 
 
The Demobilization Phase or “Demob” for any position or function may occur at any time during 
the response.  It typically occurs when a function, position, or resource is no longer required for 
the spill response.  In some cases, this phase may begin before the resource is actually 
withdrawn from service. 
 
Your role during the Demob Phase is to complete the tasks outlined below: 
 
Tasks: 
 

 Obtain instructions from Ops SC to demobilize 

 Notify subordinate staff and any work crews you are providing service to 

 Recover safety equipment, signs, etc., and prepare for shipment. 
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 If response activities cannot be conducted safely on site, halt operations.  (Note – the 
Safety Watch position has the authority of the Incident Commander to halt operations 
immediately if a serious safety issue arises) 

 Prepare a Shift Change Briefing document (BCO102) for incoming Safety watch 

 Maintain a log of all activities (ICS 214) and forward to Documentation Unit at the end of the 
shift.   

 Ensure that WCMRC worksheets have been completed for all WCMRC employees in the 
Safety Watch for approval by the Operations Section Chief. 

 

Be sure that you have sent all of your documentation to the Documentation Unit and that 
you check out with Security or with your last staging area prior to departing for home. 

 

Safety Watch – Documents and Forms 

 

Documents and forms for this position are detailed in the following pages. Documents are 
categorized as “Generating”, “Receiving” or “Review and Approve”. 
 
Generating refers to those forms that will be generated by the person in the position. 
 
Receiving refers to those forms that will be received by the person in the position. 
 
Review and approve refers to those forms that will be reviewed and/or approved by the person in 
the position. 

 

Position: Safety Watch     Location: Field    Section: 
Operations 

 

Form # Form Name Purpose 
Prepared 
by 

When 
Routing of 
Form 
In order shown 

  Generating    

 
BCO-145  
 

Incident Report 
Documents Incident / Accidents, 
Investigates the causes and 
recommendations for corrective actions 

Self 
ASAP following 
incident / 
Accident 

Documentation, 
Others as 
required 

BCO-102  
Shift Change / Transfer 
of Command 

Ensure outgoing personnel apprise 
incoming or relieving personnel of 
pertinent information. 

Self 
At the end of the 
current shift  

Original to 
Documentation 
Unit 

BCO-103F  Tailgate Safety Briefing 
To review risks and mitigating 
measures and equipment required 
(PPE, etc.) 

Self Daily N/A 

BCO-113  Daily Worksheet 

Daily summary of all WCMRC 
personnel, equipment and services and 
Contractor and FOSET personnel and 
equipment.  

Self-includes 
own and direct 
reports (see 
under 
receiving 
below) 

Daily 

Documentation 
Unit  
 
Finance/Admin 

ICS-204a Assignment List Informs Division and Group Supervisors Recovery and First complete  
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Form # Form Name Purpose 
Prepared 
by 

When 
Routing of 
Form 
In order shown 

of incident assignments. Protection 
Branch 
Director 

Operational 
Period then as 
required for 
assignment 
changes 

ICS-213 General Message 
Memo format for any subject that 
requires a hard copy. 

Anyone  At any time 
Copy to 
Document Unit 
for their records. 

ICS-214a  Individual Log 
Records details for each individual’s 
activities. 

Self Daily  

 Special Permits  Self As required Documentation 

  Receiving    

 
WCMRC FOG Role 
Description Booklet 

Describes the detailed tasks that each 
member of the Incident Command 
Organization must undertake during the 
various stages of an incident from the 
Initial Response Phase through the 
Operational Phase to the Mobilization 
Phase. 

Available from 
the ICP 
Supply Sets 

  

 
WCMRC Incident Action 
Plan 

 The IAP contains general control 
objectives reflecting the overall incident 
strategy and specific action plans for 
the next operation period. This form is a 
cover sheet and contains as 
attachments: ICS-203 –Organization 
Assignment List; ICS-204-Assignment 
List; ICS-204a- Assignment List 
Attachment; ICS-205- Incident Radio 
Communications List(Day 2 Onward); 
ICS-2-7-Incident Organization Chart; 
ICS-209-Incident Status Summary; ICS-
232-Resources at Risk; ICS-232a-ACP 
Site Index 

Prepared by 
Planning 
Section Chief.  

Approved by 
the RO Spill 
Response 
Manager 

ASAP, after the 
Plan has been 
developed and 
reviewed. 

 

BCO-102 
Shift Change / Transfer 
of Command 

Ensure outgoing personnel apprise 
relief personnel of pertinent information. 

Incumbent 
before 
commencement 
of new shift 

 
 

BCO-103 
Site Specific Health and 
Safety Plan 

    

BCO-115 Time Sheet 
Documents daily time worked for pay 
and billing purposes 

Direct Reports Daily Finance / Admin 

ICS-213 General Message 
Memo format for any subject that 
requires a hard copy. 

Anyone  At any time 
Copy to 
Document Unit 
for their records. 

ICS-204b 
Initial Response Phase 
Assignment 

To identify assignments for the initial 
response period. 

Section Chief 
Prior to the initial 
response 
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Immediate Supervisor: Operations Section Chief 
Direct Reports:  Operations Section Chief 
 
 

Routing Plan – Indicate the method proposed for delivery of form(s): hand, fax, courier, vessel, 
truck, etc. 

 

Form # Form Name From: To: How: 
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Staging Area Manager 

 
The Staging Area Manager is responsible for managing all activities within the designated staging 
areas. 
 
Reporting to Operations Section Chief 

 

 
 
Notification: 
 
Notification responsibilities for all WCMRC ICS personnel are covered at the beginning of each 
section of the WCMRC FOG. 

 
Initial Response Phase: 
 
The Initial Response Phase starts with the initial notification to WCMRC that a spill has occurred, 
and ends at the beginning of the ICS Planning or Operational Phase.  This phase covers the 
responderôs first critical hours that may be spent at an operational cleanup site, aboard a 
response vessel, at a staging area, or in the Incident Command Post (ICP).  This phase may be 

Operations Section 

Safety Watch Staging Area 
Manager(s) 

Administrative 
Support 

Skimmer Captain 
Support Vessel Captain 

Skimming Vessel 
Task Force Leader 

Barge Master 
Support Vessel Captain 

Sweeping / NOFI 
Task Force Leader 

Support Vessel Captain 

Enhanced  Skimming 
Task Force Leader 

FOSET 
Group Supervisor 

On Water Recovery 
Group Supervisor 

Shoreline Protection 

Group Supervisor 
Shoreline Recovery 

Group Supervisor 

Storage and Disposal 

Group Supervisor 
Decon 

Group Supervisor 

Burning Coordinator 
Dispersants Coordinator 

Special Operations 
Group Supervisor 

Recovery and Protection 
Branch Director 

Helicopter Coord. 
Fixed Wing Coord. 

Air Tactical Group 
Supervisor 

A/C Field Communications 

Air Support Group 
Supervisor 

Helicopter Base 
Manager 

Air Operations 
Branch Director 

Recovery Group 
Supervisor 

Rehab Centre 
Manager 

Volunteer 
Liaison 

Hazing Group 
Supervisor 

Wildlife Branch 
Director 

Operations 
Section Chief 
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