Quick Guide to Initiating Mutual Aid and LEC Procedures

Critical Incident Responders / Supervisors / Incident Commander:

· Determine nature & scope of incident.

· Establish command, Incident Commander, & Command Post.  Announce by radio.

· Establish communications, esp. with Dispatch and assigned officers.

· Hot Zone: Identify and secure. Announce by radio.

· Establish inner & outer perimeters. Announce by radio.

· Request needed resources.  

· Staging Area: Establish and secure between inner & out perimeter. Announce by radio.

· Designate Staging Area Manager. Announce by radio.

· Consider needs of special populations: 
· schools – hospitals – nursing homes – known disabled persons.

· Reassess each step periodically.
· Designate a Public Information Officer (“PIO”). 
· All media inquiries shall be directed to the PIO (“Speak with one voice”).
Critical Incident Responders / Supervisors Arriving to Assist:
· Report immediately to Staging Area Manager. Provide names, ranks, and specialties of arriving officers and list of equipment brought.
· Where possible, transmit electronically to Staging Area Manager while en route.
· Promptly offer assistance to the Incident Commander, Liaison Officer or Staging Area Manager (“What do you need me to do?”). Until assigned: standby to assist. 
When assigned: promptly report to your assigned area of operation and begin.  
· Assist Incident Commander, Staging Area Manager and other ICS Command and Staff Officers by insuring ICS compliance by all responding personnel, especially with unity of command.
Dispatchers and Headquarters Supervisors:
· Immediately add personnel to communications area to assist with call volume.
· Designate one Dispatcher as Primary for emergency incident.
· Designate another for routine calls (routine business continues and must be handled)

· Consider with PIO whether community notifications advisable (e.g.: Reverse 911 calls, Social Media Accounts such as Twitter, Facebook, etc.).

· Draft simple, accurate statement for media or curious callers; then refer to PIO.

· Properly scale requests for outside assistance. 

· Obtain the personnel and equipment needed;

· Avoid excessive responses, which create confusion for all involved.

· Avoid generalized calls for help. 

