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Overview 

User The user of this job aid will be anyone 
assigned as Safety Officer (SOFR) within 
the National Incident Management 
System (NIMS) Incident Command 
System (ICS). Personnel assigned to this 
position should have a good safety 
background and experience working with 
people in other organizations. Since this 
is a key position in the response 
organization, assignment should be 
based on experience level versus rank. 

When to 
Use 

This Job Aid can be used anytime as a 
supplement to the Incident Management 
Handbook (IMH). Generally, the IMH 
covers “what” to do but not “how” to 
perform a particular function.  A SOFR 
can use this job aid for any incident or 
planned event.  It is suited for incidents 
where the ICS is being used, but many of 
the principles and actions listed there-in 
can be used for other activities where the 
ICS is not used.    

Scope This Job Aid focuses on the role of the 
Safety Officer in executing duties under 
the Incident Command System to ensure 
the safety of responders and the public.  
This Job Aid is designed to be used in 
concert with the U.S. Coast Guard's 
Incident Management Handbook (IMH). 
This Job Aid assumes that the Safety 
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Officer has a thorough knowledge of the 
Incident Command System and the user 
has fundamental skills in hazard 
assessment and risk analysis.  This 

Job Aid does not cover other important 
traits of an effective Safety Officer, such 
as: 

 Good leadership, management and 
interpersonal skills;  

 solid grasp of safety knowledge 
(hazard recognition, evaluation and 
control methodologies);  

 experience in operational risk 
management (operational background 
for response); 

 in-depth knowledge of the types of 
safety challenges expected for 
incidents likely to be encountered.   

 Adaptable and Flexible to needs of 
incident 

 Proactive and Assertive 

A good ICS Safety Officer has these 
qualities and many more, in addition to 
having a thorough understanding of ICS. 
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Major 
Tasks 

The primary responsibilities of the Safety 
Officer are to ensure responders and the 
public are properly safeguarded from the 
hazards of the incident and supervise and 
execute all safety functions in support of 
the incident.  This includes, but is not 
limited to: 

 Develop and publish the ICS-208, Site 
Safety and Health Plan and Site Safety 
& Health Plan Summary, as required. 

 Monitor all operations to ensure 
effectiveness of safety controls.  
Monitoring may include air for toxic 
vapors; heat and cold; fatigue; 
radiation and other conditions that 
affect the safety of responders. 

 Manage the Safety Staff Organization, 
including the assignment of Assistants 
and forming teams where necessary. 

 Exercise authority to stop and prevent 
unsafe acts 

 Investigate accidents and near misses 
that have occurred within the incident 
area. 

 Develop and implement a safe work 
practices and injury prevention 
program for the incident.  

 Attend the Command and General 
Staff, Tactics and Planning meetings 

 Attend the Operational Briefing. 
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 Conduct operational risk assessment/ 
hazard analysis to anticipate, identify 
and mitigate incident hazards and 
complete ICS-215a, Hazard/Risk 
Analysis Worksheet. 

 Provide advice to OSC for the 
development of safe work 
assignments.  

 Review the Incident Action Plan (IAP) 
to ensure safety objectives, messages 
and plans are incorporated.   

 Review the medical plan. 

 Review communications plan to ensure 
protocols are robust enough to ensure 
timely reporting and response to safety 
emergencies. 

 Ensure all Safety activities are 
documented on ICS-214, Unit Log. 

 Complete all required forms and 
documentation prior to demobilization. 

 Brief Command on safety issues and 
concerns 
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Materials Ensure you have appropriate safety 
materials during an incident.  See 
Appendix B for a list of items to bring.   

Reference Below is a list of references that may be 
required while using this job aid: 

 Incident Management Handbook (IMH) 
COMDTPUB P3120.17 is the key 
reference for executing Incident 
Command System processes.  The 
IMH is available on the Coast Guard 
ICS web pages at 
http://homeport.uscg.mil/ics/.  

 USCG Safety Officer (SOFR) 
Performance Qualification Standard 
(PQS) 

ICS 
Forms  

ICS Forms can be found on the Coast 
Guard ICS web pages at 
http://homeport.uscg.mil/ics/.  

Generally, the SOFR will either work with 
or have responsibility for information on 
the following forms: 

 Incident Briefing (ICS 201) 

 Incident Objectives (ICS 202) 

 Organization Assignment List (ICS 
203) 

 Assignment List (ICS 204) 

 Assignment List Attachment (ICS 
204a-CG) 

 Communications Plan (ICS 205) 

 Communications List (ICS 205a) 

http://homeport.uscg.mil/ics/
http://homeport.uscg.mil/ics/
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 Medical Plan (ICS 206) 

 Incident Organization Chart (ICS 207) 

 Site Safety & Health Plan (ICS 208-
CG) 

 Incident Summary Status (ICS 209 
CG) 

 Check-In List (ICS 211) 

 General Message (ICS 213) 

 Resource Request Message (ICS 
213RR CG) 

 Unit Log (ICS 214) 

 Demobilization Check-Out (ICS 221) 

 Daily Meeting Schedule (ICS 230-CG) 

 Facility Needs Assessment (ICS-235) 

 MISHAP Reporting Record (ICS 237-
CG) 
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Checklists 

Pre-Assignment Actions 
 

  Ensure personal readiness for assignment 
(See detail on page 18 and on page 84) 

  Ensure SOFR certification is current (See 
detail on page 19) 

  Assemble SOFR Deployment Kit 
(See detail on page 19 and on page 84) 

 
 

Pre-Deployment Actions 
 

  Receive assignment (See detail on page 19) 

  Verify reporting location, date and time (See 
detail on page 20) 

  Finalize personal readiness for assignment 
(See detail on page 20) 

  Receive travel orders and order number 
(See detail on page 20) 

  Make travel arrangements (See detail on 
page 21) 

  Verify/Update personal deployment kit (See 
detail on page 21) 

  Verify/Update SOFR deployment kit (See 
detail on page 21) 
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Check in to the Incident 
 

  Check-in on ICS-211 (See detail on page 23) 

  Receive tasking (See detail on page 23) 

  Check in with Finance/Admin Section (See 
detail on page 24) 

  Check in with Logistics Section (See detail 
on page 24) 

  Review Site Safety Plan (See detail on 
page 25) 

 
 

Situation Assessment 

 
  What kind of incident? 

(see detail on page 26) 
  Who are key players? 

(see detail on page 27) 
  When incident occurred? 

(see detail on page 27) 
  Where is incident location/AOR? 

(see detail on page 27) 
  Incident organization? 

(see detail on page 27) 
  Resources on-scene? 

(see detail on page 27) 
  Initial Safety Assessment? 

(see detail on page 29) 
  Next meeting or briefing? 
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(see detail on page 29) 
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Initial Brief 

 

  Your role 
(see detail on page 30) 

  Size and complexity of incident 
(see detail on page 30) 

  Initial Safety Assessment 
(see detail on page 30) 

  IC/UC expectations 
(see detail on page 31) 

  Limitations and constraints 

(see detail on page 31) 

 

Activate Safety Organization 

 

  Establish work location 
(see detail on page 33) 

  Organize and brief subordinates 
(see detail on page 34) 

  Acquire work materials 

(see detail on page 34) 

  Order Staff 
(see detail on page 34) 

  Safety Staff Organization 
(see detail on page 38 and page 86) 
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Initial Response and Assessment 

 

  Conduct Operational Hazard/Risk 
Analysis (ICS-215a) 
(see detail on page 39 and on page 108) 

  Develop Emergency Response Site 
Safety and Health Plan (ICS-208) 
(see detail on page 39 and on page 104) 

  Enforce Site Safety and Health Plan (ICS-
208)  (see detail on page 40) 

 

Command and General Staff Meeting 

 

  Incident Situation 
(see detail on page 42) 

  IC/UC opening remarks 
(see detail on page 42) 

  Receive IC/UC direction 
(see detail on page 43) 

  Provide Safety Status Brief 
(see detail on page 45) 

  Provide feedback to IC/UC on 
focus/direction 
(see detail on page 45) 

  Discuss interagency issues 
(see detail on page 46) 

  Discuss Safety Issues/Needs 
(see detail on page 46) 
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Preparing for the Tactics Meeting 

 

  Conduct Family meeting 
(see detail on page 63) 

  Obtain Brief from Assistant SOFRs in 
field (see detail on page 63 and on page 47) 

  Evaluate Safety in field 
(see detail on page 47) 

  Prepare ICS-215A (if possible) 
(see detail on page 47 and example on page 108) 

  Clarify processes 
 

 
 

Tactics Meeting 

 

  Review proposed tactics 
(see detail on page 49) 

  Prepare/Brief ICS-215A, Hazard Risk 
Analysis Worksheet 
(see detail on page 49 and example on page 108) 

  Ensure appropriate controls established.  

  Identify Assistant SOFRs, as needed 

  Note PPE required. 
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Preparing for the Planning Meeting 

 

  Obtain briefings from Asst SOFRs in field.   
(see detail on page 51) 

  Meet with Logistics Section re PPE 
(see detail on page 51) 

  Review/Update ICS-208 for next 
operational period.  (see detail on page 52) 

  Review/Clean up ICS-215a 
(see detail on page 52) 

  Prepare Safety Status Briefing 
(see detail on page on page 45) 

  Consider developing a Safety Poster 
(see detail on page 52) 

 
 

Planning Meeting 

 

  Validate Operational Plan for next 
operational period 
(see detail on page 53) 

  Provide Safety Status Brief 
(see detail on page 53) 

  Provide support for the proposed Incident 
Action Plan 
(see detail on page 54) 
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Post-Planning Meeting Actions 

 

  Validate ICS-208 Site Safety & Health Plan 
(see detail on page 31 and example on page 104) 

  IAP information to PSC: 

  ICS-202 Objectives - add General Safety 
Message (see detail on page 55 and example on 
page 88) 

  ICS-203 Organization – review  
(see detail on page 55) 

  ICS-204 Work Assignment - add Specific Safety 
Message  (see detail on page 55 and example on 
page 92) 

  ICS-205 Communications Plan – Review (see 
detail on pages 55 and example on page 96) 

  ICS-206 Medical Plan – Review/Sign  
(see detail on page 56 and example on page 99) 

  Review Additional Plans for safety concerns 
(see detail on page 56) 

  Critical Information reporting 
(see detail on page 31) 

  Consider Preparing Safety Poster 
(see detail on page 52) 

  Obtain briefings from Asst SOFRs in field.   
(see detail on page 56) 
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Operations Briefing 

 

  Obtain briefings from Asst SOFRs in field.   
(see detail on page 57) 

  SOFR provides Safety Status Briefing 
(see detail on page 57) 

 
 

Execute Plan and Assess Progress and the Living Site 
Safety & Health Plan 

 

  Obtain briefings from Asst SOFRs in field.   
(see detail on page 59) 

  Assess Field Safety via overflight, boat, 
vehicle (see detail on page 59) 

  Assess Facilities for Hazard/Risk 
(see detail on page 59 and check lists on page 123) 

  Ensure the Site Safety and Health Plan is a 
Living Document. (see detail on page 60) 

  Near-Miss and Accident Investigation 
(see detail on page 71) 

   
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Personnel Evaluation Criteria 

 

  Crew morale? 
High          Med          Low 

  Are assignments completed on time? 
 

  Are injuries exceeding normal operating 
environment? 

  Is team effectively interacting? 
 

  Number of unresolved issues passed to 
Command? 

  Any aggression or frustration by team 
members? 

  Possible solutions to problems/issues? 
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Demobilization 

 

  Provide input to Demob Plan 
(see detail on page 73) 

  Brief Replacement, as necessary  
(see detail on page 73) 

  Replenish supplies (see detail on page 84) 

  Personnel Evaluation (ICS-225) 

  Provide documentation to Documentation 
Unit 

 ICS-208(s) 
 ICS-213RR(s) 
 ICS-214(s) 
 ICS-237(s) 
 Decision Memos 

  Turn in equipment, as appropriate 

  Complete ICS-221 
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General Tasks 

 

Pre-Assignment Actions 
 

1. Ensure personal readiness for assignment: 
If you deploy without being personally ready, it will 
affect your ability to respond and cause a burden on 
the incident management team.  Personal readiness 
includes:  
 

 Medical/dental readiness  
o For military this means you are in the “green” 

in CG Business Intelligence (CGBI). 
o For civilians, ensure you have no outstanding 

issues that would prevent you from being 
deployed. (e.g. have a plan to ensure you 
have enough medications for the entire period 
of the deployment) 

 Uniforms – You have enough uniforms and/or 
appropriate clothing for an expected 
deployment.   

 Financial Readiness – You need to be financially 
ready to deploy.  This means ensuring your 
financial situation is in order.   
o Government travel credit card (GTCC) – you 

should check your GTCC limit.  If you expect 
to be deployed more than 30 days, your limit 
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should be increased (example from $2,500 to 
$10,000).   

o Ensuring bills will be paid while deployed. 
o Ensure you have a TPAX account.   

 Family Readiness 
o Ensure you have a Dependent Care/Pet Care 

plan for when deployed.  Please check 
www.militaryonesource.com for assistance. 
 

2. Ensure SOFR certification is current (as per 
COMDTINST(s) and PQS). 

 ICS training (e.g. ICS-300, ICS-346). 

 Incident specific training (e.g. area 
familiarization, etc.) 

 HAZWOPER 
 

3. Assemble SOFR Deployment Kit 

 Ensure all items found in Appendix B on page 
84 are ready to go BEFORE you get the call to 
deploy. 

 Ensure supplies are restocked from last 
deployment. 

 

Pre-Deployment Actions 
 

1. Receive assignment  

 You may receive your assignment via message, 
phone call, supervisor, or on orders.     

 

http://www.militaryonesource.com/
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2. Verify reporting location, date and time 

 You should verify reporting location, date and 
time, order number, as well as Incident 
Command Post (ICP) contact numbers for 
assistance with check-in. 

 

3. Finalize personal readiness for assignment 

 Review the pre-assignment check list to ensure 
readiness for assignment which includes 
personal, dependent, and financial readiness. 
See Appendix B on page 84. 

 Notify your chain of command of any 
outstanding readiness issues.  This may mean 
delaying deployment to resolve the issue. 

 

4. Receive Travel Orders and order number 

 As per Joint Federal Travel Regulations (JFTR) 
U2115.A, a written order issued by a competent 
authority is required for reimbursement of travel 
expenses; however U2115.B states that an 
urgent or unusual situation may require that 
travel begin before a written order can be given.  
Please refer to the JFTR to ensure all conditions 
are met when traveling under oral orders. 

 The travel order number (TONO) and order 
number are different.  The order number will be 
used at check-in to verify the position that you 
will be filling.  More information on this can be 
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found on page 23. 

 Order Number is generally in the following 
format: 
o Example:  O374 (O is for Overhead, and the 

3 digit number is assigned by Logistics) 
 

5. Make travel arrangements 

 Obtain counseling on entitlements and 
responsibilities from a travel authorizing official 
and review the JFTR as necessary. 

 Request cash advances as required. 

 Make travel arrangements using approved CG 
travel method. 

 

6. Verify/update personal Mobilization Kit. 
A personal Mobilization Kit contains your personal 
items needed for the deployment and includes items 
like: 

 Medications 

 Uniforms and/or appropriate clothing 

 Special PPE or special weather clothing 
required. 

 Verify if any special PPE will be provided by the 
incident. 

 

7. Verify/update SOFR Deployment kit. 

 Ensure manuals, forms and guides are current 
versions (electronic and paper). 
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 Ensure supplies are restocked from last 
deployment. 
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Check in to the Incident 
 

1. Check-in on ICS-211: 
Upon arrival at the incident, check-in at the Incident 
Command Post on the ICS-211. 

 Check In - Ensure you have your Order Number 
available. This enables the Check-in Recorder 
(CHKN) to validate your assignment to the 
incident quickly.  

 

In some cases the incident may be using the 16 digit 
government TONO assigned to you as the Order 
Number. 
 

 On some incidents, credentials (badges) are 
created for all assigned personnel. If the incident 
is creating credentials, you should receive them 
when you check-in. 

 The incident will want a number where you can 
be reached, your home base, how you got to the 
incident as well as any additional qualifications 
you may have. 

 

2. Receive Tasking 

 The check-in recorders should be able to tell you 
how to get to the ICP or where you will be 
working within the incident. 
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3. Check in with Finance/Admin Section 

 Travel Orders: Leave copy of orders or other 
travel documents with FSC or Admin Officer. 
More often than you realize, travel to an incident 
may take place on a unit TONO with the 
understanding that the incident will correct this 
when you arrive. Take care of this soon so it 
doesn’t hold you up when you are ready to 
leave! 

 

4. Check in with Logistics Section 

 Berthing assignment: The incident is responsible 
for ensuring you have adequate berthing, unless 
you are locally based. If the incident is small, 
Logistics may ask you to make your own 
arrangements, or they may have already 
contracted with a local hotel for incident 
personnel. Even if you have made your own 
arrangements, Logistics should still be tracking 
where personnel are berthed 

 Meal schedule: The size, complexity and 
location of an incident will impact the availability 
of meals.   On most Coast Guard responses, 
meals are the responsibility of the individual. If 
meals are provided; the incident generally tracks 
who got a meal and the individual is required to 
make the appropriate modification to their travel 
claim. 
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 Consumables: Determine where to obtain 
necessary materials for the unit (e.g. copy 
paper, pens, markers, etc.). 

 Incident Credentials: On some incidents, 
credentials (badges) are created for all assigned 
personnel.  If the incident is creating credentials, 
you should receive them when you check-in. 

 

5. Review the Site Safety Plan 

 All overhead personnel and tactical resources 
(Operations personnel) must review the incident 
specific Site Safety Plan and sign the Worker 
Acknowledgement Form. 

 A copy of the Site Safety Plan may be found at 
Check-In, Staging Areas, and in the Command 
Post in the Operations Section Chief and Site 
Safety Officer’s work area. 

 On large incidents it may also be posted in 
areas near the meal area and any other place 
large groups of people will congregate. 

 Periodically review the Site Safety Plan to learn 
about any additions and updates to the Plan. 
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Situation Assessment 

The purpose of this task is to acquire additional 
background on the incident prior to starting your 
assignment. As a member of the IMT leadership, 
you will share in the success or failure of commands 
objectives. Part of “starting right” is for each SOFR 
to take responsibility for getting a handle on the 
situation so they have a better understanding of the 
big picture. Regardless of when you arrive at an 
incident, there is usually very little time for someone 
else to brief you. The following tasks should be 
accomplished AFTER checking-in to the incident. 
 

1. Review the current ICS 201 and/or IAP for an 
overview of current operations. You need to find 
out the Who, What, When, and Where related to 
the incident: 

2. What is the incident (SAR, oil/hazmat, LE, natural 
disaster, etc.)? This gives the SOFR an idea of the 
resources that Operations will probably be 
requesting and the safety issues you will be 
dealing with.   

3. Who are key players (Federal, State, local, 
industry)? This may give you some insight into 
why Command is setting particular objectives and 
what safety issues or concerns they may have. 
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4. When did the incident take place? An incident 
changes character over time including; survival 
rates, weathering of oil, potential contaminants, 
vessel stability, etc. As the SOFR you need to 
know if the incident is expanding, steady state, or 
contracting. 

5. Where did the incident take place? Do you know 
the Area of Responsibility (AOR)? If so, you have 
an advantage in knowing relationships, 
geography, local plans, etc. If not, you must spend 
some time getting to know the area. Also, what is 
the difference between the unit/agency AOR and 
the incident AOR? Generally, there should be a 
difference. 

6. What is the incident organization? You must 
know who is in your direct chain of command as 
well as other key players such as the Incident 
Commander(s), Operations Section Chief (OSC), 
Planning Section Chief (PSC), Finance Section 
Chief (FSC), and Logistics Section Chief (LSC). 

7. What resources are on-scene and/or enroute? 
This is not about memorizing resources. However, 
the SOFR should have a ballpark idea of what is 
currently being utilized to support the operations 
on-scene and the broad categories of resources 
that will be required so as the SOFR you can 
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ensure the safety of responders and safe use of 
equipment. For example: 

a. Resources 

i. Vehicles (sedan, buses, trucks, fire, etc.) 

ii. Vessels (law enforcement, deck cargo 
barges, oil recovery, etc.) 

iii. Helicopters (overflight, passenger carrying, 
heavy lift, etc.) 

iv. Expertise (environmental, salvage, law 
enforcement, fire, etc.) 

b. Support 

i. Personal Protective Equipment  

ii. Radios, Cell phones, Porta-Johns, etc. 

iii. Admin equipment (copy machines, printers, 
fax machines, etc.) 

iv. Fuel, food, lodging, transportation, etc. 

v. Facilities (base, camps, staging areas, etc.)  

c. Sources of information 

d. Contingency Plans (ACP, AMSP, etc.) 

e. Local Emergency Management 

f. Local Police, Fire 

g. Contractors 
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8. What Safety Evaluation has been conducted and 
has ICS-208, Site Safety & Health Plan been 
developed? 

a. Confirm injuries, fatalities, and threats have 
been identified for both the responders and 
public.   

b. Confirm identified exclusion, safety, hazard 
zones; evacuation areas and places of safe 
refuge.  

c. Review the scene and its specific site hazards. 

d. Evaluate probability and consequence of 
hazards. 

e. Develop or begin developing (if not already 
completed) ICS-208, Site Safety & Health Plan 
which includes engineering, administrative and 
personal protective equipment controls for 
hazards as well as Identifies procedures for 
emergencies occurring within the incident 
(injury, accident). Ensure Emergency Response 
Safety Plan is briefed to all operation's 
personnel prior to commencing operations.   

9. When is the next scheduled meeting (check the 
ICS-230, which should be posted in various 
locations around the ICP but always on the 
Situation Status boards)? 
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Meetings and Briefings 

 

Initial Brief 

The initial briefing is the opportunity for the SOFR to 
receive additional details about their incident 
assignment. Depending on the phase and/or size of 
the incident, you may or may not get a chance to 
spend this time with the Incident Commander and/or 
Deputy IC before you start working. If you are NOT 
able to attend this brief, your next and most 
important opportunity is the Command and General 
Staff meeting. 
 

1. Your role 

a. How big a role are you playing? Are you 
playing the role of SOFR and something else? 

b. Do you have the experience for the role you 
are playing? 

2. Size and complexity of incident:  

a. Is the incident expanding or contracting? 

b. Will the IC(s) give you the authority to order 
the resources you need to effectively manage 
safety issues for the incident? 

c. Has initial safety assessment been 
conducted? 
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3. Expectations of the IC: IC’s come with many 
different levels of expertise and experience. In a 
multi-hazard, multi-jurisdictional incident it is 
possible and even probable that the IC(s) does 
not have expertise in Safety. 

a. Do you have expertise in Safety for this type 
of incident?  

b. Does command want a briefing from you on 
the process and procedures you typically 
use? 

c. How often does command want to be 
updated? What are their trigger points?  

4. Limitations and Constraints (e.g. are you the right 
SOFR for the job?). While this may seem 
intuitive, you should always ask yourself this 
question. Even if you lack experience or 
expertise, can you bring on a Deputy and/or Unit 
leaders with the appropriate background? 

a. Special concerns (e.g. reporting criteria) 

b. Resource request process (see Appendix on 
page 104). 

c. Resource ordering process 

d. Critical information reporting expectations.  

e. Does the SOFR and/or Assistant SOFR’s 
have the authority to stop operations if they 
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have a significant safety concern that is not 
being met? 
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Activate Safety Organization 

If you are reading this section you probably don’t 
have a work location set up yet. Ideally, check-in 
and situation assessment shouldn’t take you more 
than about 30 minutes. Add 30 minutes for a brief 
from your IC and you are now one hour into the 
incident. It’s time to get to work!  
 

1. Establish work location – Where Safety sets up 
shop during an incident can have a profound 
impact on their overall effectiveness. While your 
primary customer is Operations, you will interact 
a significant amount with Planning and Logistics. 

a. Do’s 

i. Setup close to Operations, Planning and 
Logistics. You have a very close 
relationship with the OSC, PSC and LSC.  

ii. Think about how big your organization 
(the Safety organization) may get and plan 
accordingly. Moving once is disruptive but 
typical during the early stages of the 
incident. Moving once the organization 
settles in can be very problematic. 

iii. Factor in flow of information to your 
design. 

iv. Ensure your space is a safe place to work. 
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b. Don’ts 

i. Setup shop away from the ICP. 

ii. Forget to evaluate your facilities for safety 
concerns. 

2. Organize and brief subordinates: If you have 
anyone working for you at this point, don’t leave 
them hanging. Get together and assign position 
responsibilities if possible (see Family Meeting on 
page 63. If your staff doesn’t have the ICS skills 
then tell them what you need done in the few 
hours while you are waiting for qualified staff. 

3. Acquire work materials: 

a. Equipment: Ideally, you should have a starting 
point with supplies that are already in your 
Mobilization Kit. See Appendix B – 
Mobilization Kit Supply List on page 84). While 
there are many boxes available, a Pelican 
Case (model 1650) will get you started with 
the items identified in the Appendix. 

4. Order Staff.  With the exception of simple Type 3 
incidents, you should get an initial order in ASAP 
for the appropriate staff you feel are needed to 
support overall incident safety including possible 
shift work.  You may very well need additional 
personnel but these are key to getting your world 
in order. Remember that it is a lot easier to 
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demobilize personnel than to overwork your 
existing personnel to support your requirements.  

a. How many Assistant Safety Officers are 
required?  There are many different factors 
that determine the number of assistants a 
Safety Officer may need.  These include the 
size and complexity of the incident.  The key 
factor is the ability of the Safety organization to 
complete all their functions. The functions of 
the Safety Officer may include all of the major 
tasks noted on page 3.  It is absolutely crucial 
for the Safety Officer to remain focused on the 
overall safety posture of the incident.  It is not 
possible for a Safety Officer to do this in a 
large incident and complete all the functions 
listed above.  One simple approach for large 
complex incidents is to assign at least one 
assistant for each of the major tasks listed.  
For field operations however, more than one 
assistant safety officer may be needed. 

b. How many Assistant Safety Officers are 
needed in the field?  The U.S. Forest Service 
recommends at least one assistant Safety 
Officer for each ICS Division.  A follow on to 
this simple approach is to assign an Assistant 
Safety Officer for each Group and Division.   
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i. The primary responsibility of Assistant Safety 
Officers in the field is to protect responders 
and the public from incident hazards.  
Therefore, Assistant Safety Officers should 
be targeted for incident areas and operations 
of high risk.  During the initial part of an 
emergency, the Safety Officer is working 
hard to anticipate and identify hazards, 
evaluate them and develop controls.  In 
addition to identifying the hazards specific to 
the emergency location (slips, trips and falls 
for example), the Safety Officer must also 
consider what operations are hazardous.  
Deploying Assistant Safety Officers in the 
field is the best control for protecting 
responders and the public during an 
emergency.  Another technique to consider 
is to identify where other engineering, 
administrative and personal protective 
equipment controls are inadequate, and to 
assign Assistant Safety Officers to those 
areas and operations.  Simply put, Assistant 
Safety Officers should be targeted to areas 
and operations that pose a high safety risk to 
responders and the public.  

ii. If the incident has matured to a point where 
Incident Action Plan processes are in place, 
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the Safety Officer can use the Tactics 
Meeting as a means for identifying Assistant 
Safety Officers.  In preparing for the Tactics 
Meeting, the Safety Officer will be using ICS-
215A to conduct a hazard/risk analysis for 
each work assignment identified by 
Operations.   

iii. For those work assignments that pose a high 
risk, an Assistant Safety Officer should be 
assigned.  The most effective initial action a 
Safety Officer can do is to deploy Safety 
Assistants into the field as soon as possible.  
Placing eyes, ears and enforcers in the heat 
of battle is the most effective way to ensure 
responders and the public are safeguarded.   

c. What if several agencies are on scene and 
each wants to have their own Safety Officer?  
There can only be one Safety Officer for an 
incident.  Other organizations can provide 
Assistant Safety Officers that can fulfill the 
roles discussed in the previous section.  If an 
organization's designated Safety Officer is 
unable to work outside the organization, the 
incident Safety Officer can assign this person 
the role of Assistant Safety Officer for that 
organization and the operations they are 
performing.  Since there is only one Incident 
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Action Plan, there is also only one Safety Plan.  
Sometimes organizations are only allowed to 
use their standard Site Safety & Health Plan.  
The Safety Officer must work closely with an 
organization's Safety Officer to convince them 
of the importance of a single safety plan.  If 
possible, the Safety Officer should incorporate 
all elements of the organization's safety plan 
into the master safety plan to address the 
organization's concern.  If this is not 
acceptable, the last resort is to include the 
organization's safety plan as an addendum to 
the master Safety Plan.   

5. Possible Safety Staff Organization.  There are 
many variations as to how to organize safety 
functions in response. See Appendix D for an 
example organization.  This is not the only option 
– ICS is flexible and you can structure your 
organization as your needs dictate.   
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Initial Response and Assessment 

If you are reading this section you probably don’t 
have an ICS-208 developed yet. Ideally, the first 
Safety Officer on-scene has developed this.  If, you 
come into an incident and this has not been done, 
it’s time to get to work!  

1. Conduct on-scene Operational Hazard/Risk 
Analysis (ICS-215A).   

a. Verify what happened. 

b. Account for all personnel on scene. 

c. Confirm injuries, fatalities & threats to public. 

d. Confirm threats to responders. 

e. Confirm exclusion, safety, hazard zones; 
evacuation areas and places of safe refuge. 

f. Review the scene and its specific site hazards. 

g. Evaluate probability and consequence of 
hazards. 

h. Develop engineering, administrative and 
personal protective equipment controls for 
hazards. 

2. Develop an Emergency Response Site Safety 
and Health Plan (ICS-208 can be used).  

a. List controls and practices developed in Step 1 
above. 
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b. List and sketch hazard zones, restricted areas, 
evacuation zones, places of safe refuge. 

c. Identify procedures for emergencies occurring 
within the incident (injury, accident).   

d. Identify security measures. 

e. Identify emergency alarms and hand signals. 

f. Identify emergency medical response 
procedures and contacts. 

g. Ensure Emergency Response Safety Plan is 
briefed to all operation's personnel prior to 
commencing operations.   

3. Enforce Emergency Response Site Safety and 
Health Plan 

a. Deploy personnel to enforce Emergency 
Response Safety Plan. 

b. Conduct needs analysis for determining 
resources required to ensure safety functions 
are completed during the operation. 

c. Order resources to fill gaps identified in needs 
analysis. 

4. How should a Safety Officer use his or her 
authority to stop an unsafe action? A good Safety 
Officer is one that is more proactive rather than 
reactive, preventative rather than corrective, an 
operational enabler rather than an obstructer.  
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Although Safety Officers and their Assistants 
must stop unsafe actions, their primary 
responsibility is to prevent the unsafe act from 
occurring in the first place. 
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Command and General Staff Meeting 

The Command and General 
Staff meeting is the opportunity 
for all staff members to see 
command’s assessment of the 
incident, how everyone will work 
together to achieve command’s 
objectives, and specific priorities 
and assignments for each 
section. This is YOUR 
opportunity to have face time with the Incident 
Commander(s) and to clarify expectations (i.e. what 
they want and what you can provide).  

 

1. Incident Situation: Generally the SOFR should 
just listen to this briefing with the following in 
mind. 

a. Does Operations have what they need for this 
Operational Period? 

b. Are there any factors that may cause you to 
change the Safety game plan (i.e. a weather 
system moving in that may drive the need for 
additional foul weather gear)? 

2. IC opening remarks: This is usually inspirational 
but the remarks can be indicative of how the UC 
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is working and short-term versus long-term 
expectations. 

3. Incident Decisions, Priorities, Limitations and 
Constraints, Objectives, and Procedures: These 
key documents are usually presented by specific 
members of Command. You should keep the 
following in mind during this presentation. 

a. Decisions – Has Command made any 
decisions that will impact your world of work 
(e.g. this member of command wants to know 
before halting operations for an unsafe act or 
to know immediately afterwards, etc.)? 

b. Priorities – Usually this is more geared 
towards Operational activities but usually 
includes a safety priority first.   

c. Limitations and Constraints – Examples of 
these that impact Safety might include;  

i. Contact IC/UC before halting an unsafe 
operation,  

ii. the location of the incident relative to the 
ICP will require close monitoring for 
hazards,  

iii. state/local permits will be required to 
transport waste from the incident to an 
approved site. 
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d. Objectives –When objectives are discussed, 
ensure there is one that addresses safety. 
When the priorities of the objectives are 
discussed and safety is not at the top, strongly 
urge the IC/UC to make the Safety Objective 
their top objective.   

e. Safety Status Brief - Provide a Safety Status 
Briefing when called upon.  The Command and 
General Staff meeting is designed to be brief.  
The Safety Officer should keep his status report 
as short as possible.  His or her audience is the 
Unified Command, who is occupied with all 
aspects of the incidents and is really only 
interested in the "big picture."  Therefore, the 
Safety Officers briefing should be an overview 
of the status of Safety for the entire incident.   

i. Report on overall Safety Status of Incident 
including number of Injuries and/or near 
misses and actions being taken to prevent 
injury or near miss reoccurrence. 

ii. Report on top 3 hazards and any 
precautions or measures being taken to 
address them. 

iii. Report the status of any tasking assigned 
by the IC/UC (e.g. Status of Site Safety & 
Health Plan, etc.).   



SOFR Job Aid  45 

 

iv. Notify the IC/UC of any actions needed to 
help accomplish Safety Officer functions.   If 
necessary, request sometime after this 
meeting to discuss actions required in 
greater detail.  Examples of required actions 
of the IC/UC include:  signing of the Site 
Safety & Health Plan, review and approval 
of an Accident Report, and approval of a 
work/rest regimen based on heat stress. 

f. Procedures – Command will generally desire 
procedures specific to the incident (e.g. 
Command may require a written procedure for 
safety stoppage, etc.). The larger the incident, 
the more important it is to have these 
procedures. If command does not articulate 
these requirements, ask Command or tell 
Command if you think they are necessary.  

4. Feedback - When Command has finished briefing 
this material, the Planning Section Chief will open 
up the meeting to questions. If you think a 
procedure should be in place for this particular 
incident, this is the time to suggest it. Planning 
will probably add your item to the Open Action 
Tracker (ICS-233) form. If you have questions 
regarding clarification of responsibilities for the 
next operational period, ASK! Also, get into the 
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habit of asking Command if there is anything 
Safety can do to optimize their activities. 

5. Interagency issues – It is highly likely that you will 
be coordinating with other agencies (e.g. each 
entity may have their own safety officer, etc.). 
Discuss with Command the issues for which they 
want visibility and those for which you have 
authority to proceed. 

6. Incident processes – If Command has not made 
any decisions about incident processes, suggest 
those that you think are appropriate to the type 
and magnitude of the incident.  

7. Safety Staff needs – Do you have authority to 
staff and manage your section? You don’t want to 
go to Command every time you need a resource 
and Command is usually not interested in every 
single person or resource that you need. 
However, they may place some broad constraints 
on you given the size of the incident. 
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Preparing for the Tactics Meeting 

This period of time after the 
Command and General Staff 
meeting should be used by the 
SOFR to conduct a risk analysis 
on the tactics chosen by the 
Operations Section Chief and 
developing controls to safeguard 
the public and responders.  
 

1. Conduct Family meeting with 
Safety staff. Ensure you have connected the dots 
between Command’s intent and what Safety 
must do to meet that intent. While this may seem 
extraneous (don’t my people know what to do?) 
they are far more likely to meet your 
expectations in an emergent environment if you 
get into the habit of holding this meeting daily.   

2. Obtain briefings from Assistant Safety Officers in 
the field. This will ensure the Safety Officer has 
the latest safety meeting going into the tactics 
meeting. 

3. Evaluate Safety situation in the field and make 
adjustments as necessary to reduce risk.   

4. As Operations begins developing tactics and 
work assignments for the next operational 
period, conduct a risk analysis on each 
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assignment using the ICS-215A (see example on 
page 108).  This may be done before or during 
the Tactics Meeting. 

a. Based on the hazards and risks identified, 
develop a list of controls to safeguard 
responders and the public.   

b. Identify Assistant Safety Officers and other 
resources needed to safeguard the 
responders executing the Operations Section 
Chief's tactics. 

c. Make notes on what Personnel Protective 
Equipment (PPE) is needed. 
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Tactics Meeting 

This 30-minute or less briefing is 
the opportunity for the OSC to 
present the proposed tactical 
Plan. The Safety Officer is 
conducting a risk analysis on the 
tactics chosen by the Operations 
Section Chief and developing 
controls to safeguard the public 
and responders.   
 

1. PSC opens meeting, covers ground rules, and 
reviews objectives. 

2. Proposed tactics - As the OSC presents the plan, 
listen for and make note of issues of concern. 
Generally, the PSC will ask that you allow the 
OSC to finish their briefing before the questions 
start so as not to derail the presentation of the 
overall plan. 

3. Present or complete the ICS-215a Hazard/Risk 
Analysis Worksheet – As Operations begins 
developing tactics and work assignments for the 
next operational period, present (if completed 
before tactics meeting) or conduct a risk analysis 
on each assignment using the ICS-215A (see 
example on page 108).   
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a. Based on the hazards and risks identified, 
develop a list of controls to safeguard 
responders and the public.   

b. Identify Assistant Safety Officers and other 
resources needed to safeguard the 
responders executing the Operations Section 
Chief's tactics. 

c. Identify required Personnel Protective 
Equipment (PPE) on the ICS-215.  If a work 
assignment requires specialized safety gear 
(ex. hazmat suits), briefly communicate this to 
Operations and Logistics.  Cover details after 
the Tactics Meeting. 

d. Provide input on locations for safety 
equipment and stations such as: personnel 
decon, eye wash stations and first aid stations. 

4. Recommend to the OSC and PSC that you 
reconvene (along with the LSC and FSC) for a 
few minutes just prior to the Planning Meeting. 
This will ensure you are all on the same page 
prior to presenting your plan. 
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Preparing for the Planning Meeting 

This period of time is for the 
Incident Management Team to 
prepare for the planning meeting, 
where the Planning Section Chief 
will seek verbal approval to 
complete the Incident Action Plan 
and for Safety Officer and staff to 
continue to support incident 
safety.  Any significant 
differences between the Safety Officer and the other 
members of the Command and General Staff should 
be resolved prior to the Planning meeting.  Issues 
that cannot be resolved before, during, or after the 
Tactics meeting should be presented to the Unified 
Command/Incident Commander for resolution, 
before the Planning Meeting.  Safety Officers should 
always approach the Unified Command/Incident 
Commander with a recommendation when 
presenting issues and problems. 
 

1. Obtain briefings from Assistant Safety Officers in 
the field. This will ensure the Safety Officer has 
the latest safety situational picture going into the 
Planning meeting. 

2. Meet with or have an Assistant meet with 
Logistics Section personnel to ensure proper 
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safety equipment is being ordered for 
responders. 

3. Review/update the ICS-208, the incident Safety 
Plan for the next Operational Period. 

4. Review/Clean up the ICS-215A prior to the 
Planning meeting to ensure it is complete.   

5. Prepare for Safety Status Briefing (See 
Command and General Staff Meeting section).  
Consult with Operations and Planning for 
agreement with content of brief. 

6. Consider preparing a Safety Poster that focuses 
on top hazards.  Make the Poster visually 
appealing to help get the strongest safety 
message across to responders. 
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Planning Meeting 

This 30-minute or less meeting 
presents the Incident Action Plan 
to Command for tentative 
approval. 
 

1. PSC opens meeting, covers 
ground rules and reviews 
agenda (example agenda in 
IMH Chapter 3), and then 
covers objectives. 

2. Provide a Safety Status Briefing when called 
upon.   
a. Report on overall Safety Status of Incident 

including number of Injuries and/or near 
misses and actions being taken to prevent 
injury or near miss reoccurrence. 

b. Report on top 3 hazards and any precautions 
or measures being taken to address them. 

c. Report the status of any tasking assigned by 
the IC/UC (e.g. Status of Site Safety & Health 
Plan, etc.).   

d. Notify the IC/UC of any actions needed to 
help accomplish Safety Officer functions.   If 
necessary, request sometime after this 
meeting to discuss actions required in greater 
detail.  Examples of required actions of the 
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IC/UC include:  Signing of the Site Safety & 
Health Plan, review and approval of an 
Accident Report, and approval of a work/rest 
regimen based on heat stress. 

3. By the time this meeting takes place, the SOFR 
should be ready to validate tactical actions for 
the next operational period can be safely 
conducted.  This may include briefing the ICS-
215a, Hazard/Risk Analysis Worksheet or may 
address the most risky tactical operations being 
conducted.  

4. Validate your support for the proposed Incident 
Action Plan as presented by the OSC. As long 
as the risk analysis has been conducted and 
measures will be put in place to appropriately 
reduce risk, you should be ready to support the 
plan. 
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Post-Planning Meeting Actions 

At the conclusion of the Planning Meeting the OSC, 
PSC, LSC and SOFR have a lot of work to 
accomplish to ensure a quality IAP is delivered in 
time for the next operational period. Specifically, the 
SOFR must: 
 

1. Review and/or Update the ICS-208, Site Safety 
& Health Plan for the next operational period to 
include any new operational tactics.  See 
example on page 104. 

2. Complete the overall incident "Safety Message,” 
or add "General Safety Message" to ICS Form 
202.  This message must be consistent. See 
Example on page 88. 

3. Review ICS 203, Organization to ensure Safety 
staff Organization is reflected. 

4. Complete safety instructions specific to the unit's 
work assignment on the ICS-204, Work 
Assignment form.  Use information from the ICS-
215A.  See examples on page 92. 

5. Review the ICS-205, Communications Plan to 
ensure clear communications link to all field 
units and their supervisors.  Contact field 
Assistant Safety Officers to determine 
effectiveness of Communications Plan.  See 
example on page 96. 
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6. Review and sign the ICS-206, Medical Plan.  
Ensure hospitals are able to treat exposed 
victims, regardless of exposure type (chemical, 
biological, radiological, etc.). See example on 
page 99. 

7. Review additional plans that may be required to 
support the IAP.  For example, Decon Plan or 
Salvage Plan.   

8. Consider preparing a Safety Poster that focuses 
on top hazards.  Make the Poster visually 
appealing to help get the strongest safety 
message across to responders. 

9. Have Assistant Safety Officers in the field 
provide an update prior to the Operations 
Briefing. 
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Operations Briefing 

This 30-minute or less briefing 
presents the Incident Action Plan 
to the Operations Section 
Division and Group Supervisors. 
 

1. Have Assistant Safety 
Officers in the field provide 
an update prior to the 
Operations Briefing. 

2. PSC opens briefing, covers ground rules and 
reviews agenda (example agenda in IMH 
Chapter 3), reviews IC/UC objectives and 
changes to IAP, i.e., pen and ink changes. 

3. IC/UC provides opening remarks. 

4. SITL conducts Situation Briefing. 

5. OSC discusses current response actions and 
accomplishments.  

6. SOFR Provides a Safety Status Briefing when 
called upon. 

a. General Briefing Topics  

i. Remind responders of Command’s intent to 
provide a safe working environment - 
Review safety objectives 

ii. Provide brief review of safety status - 
Number of accidents/injuries and actions 
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being taken to prevent accidents and near 
misses. 

iii. Discuss accident/injury/near miss response 
& reporting process (ICS-237 and other 
means to report).  

iv. Communicate ICS-208 Site Safety & Health 
Plan (if first time), or any updates to the Site 
Safety & Health Plan - Identify Key 
Hazards. 

v. Review IAP Safety Message. 

vi. Communicate safety poster, if one was 
developed.  

b. Specific Briefing Issues - Brief specific safety 
instructions from each ICS-204. 

c. Note what Assistant Safety Officers will be 
assigned in the field. 

7. PSC solicits final comments and adjourns 
briefing. 
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Execute Plan and Assess Progress  

During this phase, the Safety 
Officer is monitoring operations 
closely to ensure the Safety Plan 
and Messages are being carried 
out.  
 

1. Safety Officer continues to 
receive periodic updates 
from Assistant Safety 
Officers in the field to ensure compliance with 
Safety Plan and Messages. 

2. The best way the Safety Officer can assess 
progress is to get out into the field.  Consider an 
overflight, boat ride or vehicle recon of the 
incident to assess progress. 

3. Tour the ICP and other facilities to gauge the 
safety culture by talking with players on the 
Incident Management team.  Take quick action 
on any violations or potential problems.  See 
Hazard/Risk Identification Checklists on page 
123. 

4. Obtain Assistant Safety Officer briefings from 
the field prior to the UC Objectives meeting. 

5. Ensure the Site Safety and Health Plan is a 
"living" document.  See detail on next page.   
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The Living Site Safety and Health Plan  
 

The Site Safety and Health Plan should be a "living" 
document, in other words continually updated to 
reflect the dynamic nature of emergency incidents.  
Assistant Safety Officers in the field should be 
documenting plan violations, near misses as well as 
model performances and best practices.  Form H of 
the ICS-208 is a Site Safety Enforcement Log, which 
allows Assistant Safety Officers to document safety 
activities and then ensure such activities are 
addressed by future Safety Plans.   

1. Safety Officer Activities in the Field.  Below are 
example activities that can be performed in the 
field: 

a. Conduct formal field audits, 

b. Create and implement a safety awards 
program, 

c. Create a Safety Suggestion Box to allow 
employees to anonymously report unsafe 
actions and to encourage innovation,   

d. Continually inspect food, water and sanitation 
facilities, 

e. Verify training records, 

f. Post Safety Signs and Posters: (ex. SAFETY 
FIRST, INJURIES LAST), 
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g. Encourage the practice of emergency 
procedures and alarms. 

2. Work with OSC to manage work assignment 
risks and mitigate hazards. 

h. Tactical Operations are following the IAP 
(except as modified by the OSC). 

i. OSC/Deputy OSC has good situational 
awareness. 

j. Progress is being made to meet operational 
objectives. 

k. Chain of Command is well established with 
good communication up and down. 

l. Emergency procedures are established and 
are understood by responders. 

m. Personnel are receiving good briefings. 

n. Expectations are clearly understood. 

o. Operations Section personnel are working as 
a team. 

p. Command’s Priorities and Objectives are 
clear. 

q. Sufficient trained personnel are available to 
execute the tactical work assignments safely. 

r. Proper PPE is being utilized. 
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s. Hazards are being addressed in coordination 
with the Operations Section Chief. 

t. Span of Control is within acceptable limits. 

u. The public is out of harm’s way and not 
impeding operations. 
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Family Meeting  

This purpose of this meeting is to keep your 
subordinates informed about Command’s direction 
and how the role they play ties in to achieving that 
direction. This is just good leadership so it is 
imperative that you conduct this meeting – at least 
once a day! 
 

1. If at all possible set a standard time and place for 
this meeting. A good time to hold this meeting is 
following the Command and General Staff 
meeting when you have just received your 
direction. 

2. Ensure all personnel are present or accounted 
for. For the duration of the incident, these 
personnel work for you. Take care of them and 
the will take care of you. 

3. Situation update – This helps your staff know 
how the work they are doing is supporting the 
response. 

4. Current activities – Identify the work expected of 
your staff during this operational period to get 
ready for the next one.  

5. Compliment – Praise their actions to date. Try to 
find something that each of your key staff or 
other members of your team has done that is 
noteworthy.  
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6. Remind your staff to fill out the ICS-214 daily. 
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Debrief 

Upon completion of the shift or operational period, 
the SOFR should collect information from 
subordinates on lessons learned and be prepared to 
present this during the Command and General Staff 
meeting.  
 

1. Debrief all subordinates on progress.  

a. Note percent of work completed. 

b. Note resource utilization and effectiveness 
(e.g. are these assets the right tools for the job 
and were there enough, too many or too 
few?). 

2. Note any safety concerns (slips, trips falls, etc.). 

3. Ensure all pilferable resources are either 
transferred to oncoming shift, or secured. 

4. Collect all forms of documentation (e.g. ICS-
213RRs, ICS-214, logs, etc.). 

5. Ensure ICS 214, Unit Log, is complete (all key 
events), accurate and signed (See example on 
page 119). Provide original ICS 214 to 
Documentation Unit. Keep a copy for yourself. 

6. Ensure logistical issues discussed prior to 
releasing subordinates (refuel, replenish, secure 
gear, food and lodging, etc.). 
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Other Meetings 

Depending on the incident, there are many meetings 
and briefings that can and do take place. Some are 
ad hoc and some are scheduled. Those listed below 
are just some that a SOFR may be involved in. 

 Demobilization – Depending on the volume of 
resources scheduled for demob, the 
Demobilization Unit Leader may schedule a 
briefing to go over important points. 

 Town Hall meeting – This meeting enables 
Command to address specific issues in a 
community. 
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Other Incident Command Post Activities 

 

Lead Personnel 

Below is a general task checklist that should be 
completed as soon as possible after arriving at an 
incident.  A Personnel Evaluation Criteria check list 
is included on page 16.  
 

1. On-scene leadership is primarily a function of will 
and skill. You may have subordinates who 
routinely report to you in your regular job. More 
likely, however, is that you will have a mix of 
subordinates (federal, state, local, contractor, 
volunteer, etc.). You may only see them as a 
group once, or you may be together for an 
extended period. 

2. You are faced with deciding, amongst many 
other things, whether they have the skill to do the 
job as well as the will. For instance, volunteers 
are often short on skill but long on will.  
Sometimes you have personnel who have the 
skill but not the will to do the job.   

3. Dealing with problems: Generally, you don’t have 
a lot of time to get people to work together nicely. 
If they do, great. If they don’t, you need to figure 
out how to get through the shift (operational 
period) if you can or replace the trouble spot if 
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you can’t. You need to deal with problem 
personnel at the lowest level. Document 
performance issues so they can be dealt with 
post-incident as necessary and so they don’t 
impact the next incident. 

4. Communicate expectations: What are the key 
accomplishments that you expect to meet during 
the current operational period and/or future 
operational periods? Make sure you 
communicate them clearly. In an emergent 
environment keeping your expectations clear and 
simple is the path to success. If you have 
recurring expectations, write them down and post 
them (e.g. During the daily Family Meeting, all 
Safety Unit Leaders will provide a written 
summary of support provided and issues of 
concern in the past 24 hours and resources / 
issues expected in the next 24 to 48 hours). 

5. When are you no longer responsible for the 
subordinates assigned to you? Generally when 
you have ensured that they have food, berthing 
and transportation until they report to work again. 

6. Foster Teamwork: There are many issues you 
will face in directing your section. Many are 
related to how well you can work as a team.  
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7. Evaluate individual personnel performance.  
When subordinate personnel demobilize, 
consider: 

 Incident Personnel Performance Rating ICS-
225-CG. 

 Submit unit/personnel for recognition. 
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Safety 

Below is a general task checklist regarding risk 
management. As a member of the leadership cadre 
of the Incident Management Team (IMT) you are 
responsible for the safety of your personnel while 
they are assigned to you. You accomplish this by: 
 

1. Providing your subordinates with Personal 
Protective Equipment (PPE) appropriate to the 
task(s). 

2. Organizing your subordinates, equipment and 
tactics to minimize risk. As the Subject Matter 
Expert (SME), it is up to you to decide how to 
manage your assigned resources to safely and 
effectively accomplish the task. 

3. Adapting to changing conditions including: 
Weather, Fatigue and Unexpected hazards. 

4. Stopping unsafe actions. 

5. Reporting mishaps if they occur (see example on 
page 121, ICS-237-CG, MISHAP Reporting 
Record). 

6. Providing feedback – Make sure that everyone 
has an opportunity to learn about MISHAPS or 
near-MISHAPS. It is good leadership and may 
avert accidents later. 



SOFR Job Aid  71 

 

Near-Miss Accident Investigation and MISHAPS 
 

As a Safety Officer you may or may not have the 
authority to investigate accidents or near-miss 
events.  It is your job to see that appropriate 
investigations are conducted.   

1. Work with the Liaison Officer to see that 
agencies involved are notified.  

2. Provide leadership and coordination to support 
investigations.   

3. Participate as directed by Command. 

 

The ICS-237 MISHAP Reporting Record (See 
example on page 121) is designed to record 
incident MISHAPS. (Coast Guard Only form) 

1. Used only when directed by SOFR. 

2. Not a replacement for the MISHAP system. 

3. Used to document accident, injury, illness, 
property damage and high potential accident 
occurrence. 

4. Filled out at the field level (DIVS, GSUL, VSUL, 
MEDL) and transmitted to the SOFR.  

5. SOFR is responsible for entering the information 
into the e-MISHAP reporting system.   
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Documentation 

Below is a general task checklist of activities that 
should be documented for each work assignment on 
the ICS 214 (See  Appendix L– Example ICS 214, 
Unit Log on page 119). 
 

1. List all personnel in attendance 

2. Document key activities including: 

a. Attendance at key meetings. 

b. Resource breakdowns that impact command 
objectives. 

c. Personnel injuries. 

d. Completion or percent completion of work 
assignment. 

e. Secure from ICP. 

3. Copy for yourself – While this is not mandatory, it 
is highly recommended. You should get in the 
habit of keeping copies of all ICS-214(s) you 
generate for every incident you are on. DON’T 
count on the incident keeping track of your 
specific work product. If it is important to you, 
keep a copy for yourself. 

4. Turn the original of the ICS-214 into the 
Documentation Unit daily. 
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Demobilization 

Below are responsibilities applicable to the SOFR’s 
input to the Demobilization Plan. 
 

1. What are the key safety processes and/or 
documentation that must be completed before a 
responder or resource is allowed to leave the 
incident?  Suggest mitigation/control measures: 

a. Rest before travel guidelines 

b. Equipment/Vehicle inspection procedures 

c. Responder medical screening programs 

2. Participate in IMT demobilization meeting. 

3. Brief replacement as necessary. 

a. Safety Staff resources (personnel, equipment) 

b. Safety processes 

c. Current assignments of note (ICS-233) 

d. Key relationships with other IMT members 

4. Replenish supplies. 

5. Submit subordinate personnel evaluations (ICS-
225)/recognition. 

6. Forward documentation to Documentation Unit. 

7. Complete ICS 221, Demobilization Check-out 
sheet. 
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Appendix A – Functional interactions 
Appendix B – Mobilization Kit Supply List 
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Appendix D – Example ICS-202, Objectives and The 
Overall Safety Message 
Appendix E – Example ICS-204, Assignment List and 
Specific Safety Message 
Appendix F – Example ICS-205, Comms Plan and 
Evaluation Criteria 
Appendix G – Example ICS-206, Medical Plan and 
Evaluation Criteria 
Appendix H – Site Safety & Health Plan Requirements and 
the ICS-208 
Appendix I – Evaluating Hazard/Risk and Example ICS-
215a, Hazard/Risk Analysis Worksheet  
Appendix K – Example ICS-213RR Resource Request 
Message 
Appendix L – Example ICS-214, Unit Log  
Appendix M – Example ICS-225 Incident Personnel 
Evaluation 
Appendix N – Example ICS-237, Incident MISHAP 
Reporting Record 
Appendix O – Hazard/Risk Identification Checklist for 
Facilities 
 O1 – Hazard/Risk Identification for the ICP 
 O2 – Hazard/Risk Identification for Staging Areas 
 O3 – Hazard/Risk Identification for the Helibase 
 O4 – Hazard/Risk Identification for the Base 
Appendix P – References to OSHA Standards 
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Appendix Q - Conversions and Equivalents 
Appendix R – Safety “P” 
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 Appendix A – Functional Interactions 
 

Inputs/ 

Outputs 

Below is an information exchange 
matrix/functional interactions to assist the 
Safety Officer with obtaining information 
from other ICS positions and providing 
information to ICS positions. 

MEET 
With 

WHEN SOFR OBTAINS SOFR PROVIDES 

IC/UC Upon 
arrival 

Safety Objectives 
and UC specific 
tasking 

Commitment to 
accomplish 
objectives. 

Initial 
SOFR 
or 
Safety 
Staff 

Upon 
arrival 

Briefing on major 
issues, 
responsibilities, 
Safety 
Organization, 
Hazard 
Assessment, Risk 
Analysis, Safety 
Plan 

Commitment to 
keeping 
responders and the 
public safe. 
 

OSC Upon 
arrival, 

Before & 
at 
Tactics 
Meeting, 

Various 
times. 

Operational safety 
concerns, 
obstacles and 
issues. 

Commitment to 
keep responders 
safe and to work 
as a partner to 
assist Operations 
in carrying out 
tactics safely.  
Specifically 
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provide: 

 ICS-215a Hazard 
Risk Analysis 

 Safety Plan 

 Safety Briefings 
to Responders 

PSC Upon 
arrival, 

Before & 
Tactics 
Meeting, 

In prep 
the IAP, 

Various 
times. 

ICS Forms 202, 
203, 204, 205, 
206, 208 

ICS-208 Site 
Safety & Health 
Plan, and 
appropriate 
sections of ICS 
forms completed.  
Ancillary plans: 
decon plan, air 
monitoring plan, 
personnel 
sampling plan. 

LSC Upon 
arrival, 
Tactics 
Meeting, 

After 
Tactics 
Meeting, 

Various 
times. 

Needed Assistant 
Safety Officers, 
Technical 
Specialists, Safety 
Equipment for field 
personnel 

Specific technical 
information on 
types of personnel 
and equipment 
resources needed 
to accomplish UC 
objectives and Ops 
work assignments. 

FSC  Page Planning Section Chief Upon 
arrival, 

As 

Commitment to 
purchase 
recommended 

Full accessibility on 
financial questions 
related to safety 
resources.    
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needed. safety equipment. 

LNO As 
needed. 
 

Notification when 
representatives 
from safety 
organizations or 
agencies arrive. 

Full accessibility to 
address any 
concerns from 
safety 
organizations and 
agencies.   

PIO As 
needed. 
 

Media inquiries or 
releases that 
include safety 
related issues. 
 

Accessibility to 
provide technical 
input on safety 
issues and be 
available to review 
media releases 
containing safety 
information. 

INTO As 
needed. 

Threat intelligence 
that indicates a 
risk to responders. 

Reports of 
suspicious 
activities or 
persons from 
assistant Safety 
Officers in the field.  

STAM As 
needed. 

Status of safety in 
staging areas.  
Status of safety 
equipment and 
resources in 
staging area 
(decon, eye-wash, 
EMS, etc.) 

Assistant Safety 
Officers, 

Technical advice, 

Safety Plan. 

DIVS During Feedback on Safety Plan, 



SOFR Job Aid  79 

 

TFL 

STL 

Ops 
Briefing 
and as 
needed. 

Safety Plan and 
program.  
Information on 
safety issues 
specific to the 
Division/Group, 
Task Force or 
Strike Team. 

Assistant Safety 
Officer, support, 

Technical 
assistance and 
support for 
resolving unit 
specific 
challenges. 

SITL As 
needed. 

Weather update, 
Accident reports, 
Near-miss reports, 
Toxic plume 
migration, 

Fire trajectory, oil 
spill trajectory. 

Safety Officer 
contact 
information,  

Observations from 
Assistant Safety 
Officers in the field. 

RESL As 
needed. 

Status of Assistant 
Safety Officers 
and other 
resources ordered. 

Work hours of 
individuals and 
groups (for 
fatigue). 

Status and number 
of Safety Officer 
staff. 

DOCL As 
needed. 

 

Copies of Safety 
Plans, IAPs, 
Decon Plans and 
other ancillary 
safety plans. 

 

Originals of Safety 
Plan, Safety 
messages, 
photographs, 
214's, accident 
reports and all 
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other safety related 
documentation. 

DMOB  As 
needed. 

 

Demobilization 
Plan. Status of 
demobilized 
personnel or those 
awaiting demob. 

Safety message for 
demob plan.  
Review of demob 
plan.   

ENVL As 
needed. 

Environmental 
hazard data,  

Information on 
decon agents,  

Information on 
removal 
techniques. 

Feedback on 
environmental 
hazard data, 

Review of cleaning 
agent data and 
removal 
techniques. 

SPUL As 
needed. 

Status of safety 
supplies ordered. 

Information on 
types and number 
of safety 
equipment.  
Review of safety 
resource 
purchases if 
requested. 

FACL As 
needed. 

Facility locations 
and staffing 
numbers. 

Safety audits and 
recs for improving 
facility safety. 

VSUL 

GSUL 

As 
needed. 

Number and types 
of vessel and 
ground resources. 

Safety audits,  

Review of traffic 
mgt plans, 
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Review of vessel 
and vehicle safety 
equipment.   

FDUL As 
needed. 

Food safety 
management 
procedures and 
plan. 

Food safety audit, 

Review of food mgt 
procedures and 
plan. 

MEDL Prior to 
IAP 
approval
. 

As 
needed. 

Accident 
information, 
Medical Plan (ICS-
206). 

Review of Medical 
Plan, 

Copy of Accident 
Report. 

COML Prior to 
IAP 
approval
. 

As 
needed. 

 

Communications 
Plan (ICS-205), 

Comms problems. 

 

Review of Comms 
Plan to ensure 
efficient Comms for 
safety 
emergencies. 

Support Comms 
Unit Leader in 
obtaining Comms 
equipment needed 
in order to safely 
execute tactical 
operations.   

COST As 
needed. 

 

Costs of safety 
equipment. 

Potential safety 
cost saving 
measures. 



SOFR Job Aid  82 

 

TIME As 
needed. 

The amounts of 
time units and 
personnel have 
been working 
(fatigue). 

Information on 
safety related 
issues.  

PROC As 
needed. 

Status of safety 
equipment 
purchased, and 
technical specialist 
contracts. 

Assurances that 
the proper safety 
equipment is 
purchased. 

Review of less-
expensive safety 
equipment 
alternatives. 

COMP As 
needed. 

Status of 
responder 
compensation 
claims.  Assurance 
that proper 
compensation 
procedures are in 
place to address 
injuries and 
illnesses. 

Early notification of 
accidents, injuries 
or illnesses.   

Copy of accident 
reports if 
requested.   

THSP 
(Safety 
related) 

As 
needed. 

Product 
information, 
Chemical risk 
analysis and 
Regulatory 

Commitment to 
develop strong 
partnerships with 
private, public and 
government safety 
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Compliance 
expertise. 

entities. 
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Appendix B – Mobilization Kit Supply List 
 

Personal Mobilization Kit 
 
 Uniforms appropriate for the response including 

appropriate footwear 

 Update your family emergency plan (see 
www.ready.gov for details) 

 Emergency contact information 

 Dependent care plan (i.e. wills, powers of attorney, 
etc.) 

 Sufficient medications and/or medical supplies for 
60 days 

 Pet care plan if applicable 

 Power supply and/or chargers for personal 
communication equipment (i.e. computers, cell 
phones, etc.) 

 Food for 48 hrs (as applicable) 

 Sleeping Bag/Pad (as applicable) 

 
SOFR Mobilization Kit 
 

 Item Name 

 Safety Officer Vest - White Vest with Inserts 

 ICS Forms Catalog 

 ICS Forms: ICS-208, 213, 213RR, 214, 215a, 237 

 ICS Laminated Poster Form ICS-215a  18” x 24” 

 Sunscreen  

 Sunglasses 

 PPE Appropriate for environment 

http://www.ready.gov/
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 Warm/cold/rain gear, if needed 

 Incident Management Handbook (IMH) 

 NIOSH Pocket Guide to Chemical Hazards 

 ACGIH TLVs and BEIs, current addition 

 North American Emergency Response Guide Book 

 CHRIS and NIOSH Pocket Guide CDs 

 MSDS and toxological data on product(s) if 
available 

 Cellular phone and pager 

 Laptop computer with internet/CD capabilities 

 Flashlight with extra batteries 

 Digital Camera 

 Alarm Clock 

 Whistle 

 Binoculars 

 Flagging (several colors) to mark hazards 

 Clipboard 

 Notebook – recommend “Write-in-the-Rain” 

 Post-it Notes3 x 3 

 Post-it Notes3 x 5 

 Binder clips Assorted Sizes 

 Blue and Red Pens 

 Highlighters 

 Post-it Tabs 

 Writable Tabs 

 “Sign Here” Arrows 
 



SOFR Job Aid  86 

 

Appendix C – Example Safety Staff Organization 

This is an example Safety Staff organization which could 
be larger or smaller depending on incident needs 
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Appendix D - Example ICS-202, Incident Objectives 
and the Overall Safety Message 

A General Safety Message should be included on the ICS-202 
for every IAP.  The message should key in on hazard 
mitigation, specifically those activities where catastrophic 
injury or loss of life could occur.  Consider a separate Overall 
Safety Message to communicate hazard mitigation efforts or a 
Safety Poster.  The new FEMA ICS-208 form is a General 
Safety Message – do not confuse this with the ICS-208-CG 
Health and Safety Plan. 
 

The Overall Safety Message should be on a one page sheet, 
is usually colored in a bright red or yellow (to draw attention to 
it), and should emphasize the top safety priorities and 
safeguards for the incident.  It is an optional form, used 
primarily to provide additional emphasis on a serious safety 
issue.  The message should be short and in bullet form for 
easy reading.  This message contains the most important 
safety information to communicate to Operations and its 
subordinate units.   

 

Elements for the General Safety Message: 

 Incident Name and Operational Period 

 Overall quick hitting message 

 More detailed safety information 

 Easy to Read, Organized Logically 

 Signed by Safety Officer 

 Posted at all Incident locations 
An example is provided on the next page.   
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SAFETY MESSAGE  
 

SANGRIA RIVER OIL SPILL 
 

Operational Period:  9/16/2013   1900 to 0700 
 

TAKE "A I M" 
 

Anticipate, Identify, Mitigate  
All Hazards 

 
 Minimum staffing tonight.  Use buddy system, watch out for 

each other. 

 Stay clear of high crime areas.  Report all suspicious 
activities. 

 Boat operations suspended for the night due to low 

visibility and rough weather. 

 Thunderstorms forecasted, all shoreline cleanup operations 
must be suspended when thunder or lightening is present. 

 Ensure shoreline cleanup areas are well lighted to prevent 
slips, trips and falls.   

 Know the Communications Plan and who you need to 
contact in the event of an emergency. 

 

Joe Smith, Safety Officer 

Incident Contact info: Channel 21A 
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Example General Safety Messages:  

 Plan for more than one option 

 Contingency Plan everything 

 Implement safety measures to the highest degree 

 Ensure you have Lookouts, communications, 
escape routes, and safety zones 

 Never stop communicating 

 Evacuation will continue throughout the operational 
period.  Assist where you can. 

 Always plan for public safety as well as your own 

 Pay attention when driving.  Roads are steep and 
narrow.  Keep headlights on.   

 Call security for assistance with any suspicious 
action or situations. 

 Keep communications fluent and regular. 

 Report suspicious actions or situations 
immediately. 

 Keep hydrated. 

 Wear safety belts in all vehicles 

 Safety is everyone’s business 

 Wash your hands often or use hand sanitizer often 

 Use the ICS-237 MISHAP report to document any 
MISHAPs (CG only system) 
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Example ICS-202, Incident Objectives 
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Appendix E – Example ICS-204, Assignment List and 
Specific Safety Messages 
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Example ICS-204 Specific Safety Messages: 
 Conduct operations with safety of personnel a priority.  
 All personnel are to utilize appropriate PPE including Life Jackets, steel 

toed shoes, etc.   
 All personnel must wear life jackets in waterfront area.   
 All responders shall wear appropriate PPE for equipment utilized.   
 All personnel are to sign the Site Safety & Health Plan prior to going on 

shift.   
 Follow guidelines set forth in the Site Safety & Health Plan (see ICS-

208). 
 Conduct safety briefing for all responders, prior to entry / debrief prior to 

demobilization / after ops completed. 
 Division/Group Supervisors should evaluate hazards and risks 

accordingly to limit potential for accidents. Keep the Operations Section 
Chief and Safety Officer informed of any increased hazards/risks.   

 All responders to be certified in HAZWOPER Training prior to 
assignment. 

 Use caution and avoid contamination by the chlorine and or the oil.  
Decontamination Unit is in Marine Street Staging.   

 Minimize contact with contaminants and victims. 
 Ensure wastes are properly disposed of IAW Federal and State 

regulations. 
 Take special precautions during night operations as conditions become 

much more hazardous and the chance for accidents increase.  Light 
towers are located at Marine Street Staging.   

 Advise Safety Officer of all MISHAPs, injuries/illnesses.  MISHAPs 
should be reported on the ICS-237. 

 All injuries will be reported to either the Emergency Medical Technician 
(EMT) in staging or Safety Officer.   

 For medical emergencies, notify the ICP immediately. 
 MAINTAIN SITUATIONAL AWARENESS AT ALL TIMES.   
 Be mindful of slips trips and falls.   
 Remain hydrated, wear sunscreen, watch for environmental hazards 

(wildlife, insects, etc.).   
 Operate vehicle IAW all applicable laws/regulations. 
 Exercise extreme caution when embarking/disembarking vessels. 
 CG policy regarding body recovery remains in effect - We do not engage 

in body recovery operations. 
 Report all safety concerns to the Safety Officer. 
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 Maintain good communications 
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Appendix F – Example ICS-205 Communications Plan 
and Evaluation Criteria 
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Evaluating the ICS-205 Communications Plan:   
The Safety Officer should evaluate the 
Communications Plan to ensure there is adequate 
communications.   
 Is the information detailed enough to facilitate 

good communication? 
 Do all Divisions and Groups have a tactical 

frequency assigned? 
 Is there a frequency assigned to logistical 

support without tying up tactical or command 
channels? 

 Is there a channel for requesting medical aid? 
 Is there a central command channel? 
 Are responders training to implement the 

Communications Plan? 
 



SOFR Job Aid  99 

 

Appendix G – Example ICS-206 Medical Plan and 
Evaluation Criteria  
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Evaluating the ICS-206, Medical Plan: 
The Safety Officer should evaluate the Medical Plan.  
Some versions of the form the Safety Officer signs 
the form. 
 Is the information detailed enough to facilitate 

getting medical care to responders when 
required? 

 Are the identified medical facilities capable of 
providing needed care in a timely manner? 

 Is there a clear line of communication identified 
in the Medical Plan? 

 Is the location and capability of each medical 
facility clearly described within the plan? 

 Are the medical emergency reporting 
procedures clear? 

 Is there clear information if a Medevac is 
required?  (How are we going to get someone 
out, triage, treat and transport them) 

 Where are the aid stations? 
 Where are the ambulances and are they in the 

right locations? 
 Are Helispots identified?   
 
 



SOFR Job Aid  102 

 

Consider adding Emergency Procedures to the ICS-
206: 
 
Field Emergency 

1.  Resource leader contacts division supervisor with 
description of illness or injury. 
2.  Division supervisor contacts closest field EMT and 
Communications Unit. 
 A.  Division supervisor should provide information 
about the nature and extent of injury (See injury reporting 
procedures). 
3.  Communications Unit contacts Medical Unit. 
 A.  If a serious medical emergency exists, 
communications will clear the air for essential radio traffic 
only. 
4.  Medical Unit will coordinate dispatching of additional 
EMT’s and incident ambulance.  
Communications Unit will initiate all 911 calls. 

5.  Medical Unit and Operations will coordinate dispatch of 
additional ground or air ambulances as needed.  
6.  If air ambulance is used Communications should notify 
Air Operations Director and helibase (if applicable).  
Primary Helispot XXXX.  Air Evacuation and Helispot 
subject to change by local EMS. 
 
ICP, Base, Camp Emergency 
1.  Notify Communications and give location and nature of 
illness/injury. 
2.  Communications will call Medical Unit. 
3.  Communications will contact security and safety. 
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INJURY REPORTING PROCEDURES 
DO NOT USE PATIENTS NAME DURING ANY RADIO 

REPORT 
 

NATURE OF INJURY __________________________ 
LOCATION OF PATIENT _______________________ 
TRANSPORTATION REQUEST BY:  

AIR______ GROUND______ 
POINT OF PICK UP ___________________________ 
LAT_____________    LONG____________ 
PATIENT UNIT ID _____________________________ 
IS EMT WITH PATIENT:  YES_____ NO_____ 
AGE_______   SEX:  MALE_______ FEMALE_______ 
ADDITIONAL INFO____________________________ 
______________________________________________
______________________________________________
______________________________________________
______________________________________________
____________ 
ALL EMERGENCIES---Secure the area and identify 
witness for later investigation.  Keep an accurate log 
of events. 
 
DO NOT USE PATIENTS NAME AT ANY TIME DURING 
REPORT  

------------------------------------------------------------- 
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Appendix H – Site Safety and Health Plan 
Requirements and the ICS-208-HM 
 

Required by Law and Regulation:  Hazardous Waste 
Operations and Emergency Response (29 CFR, Part 
1910.120) 
 Site Safety and Health Plan (SSHP) Requirement:  

29 CFR 1910.120(b)(1)(i)   “Employers shall 
develop and implement a written safety and health 
program for their employees involved in hazardous 
waste operations. The program shall be designed 
to identify, evaluate, and control safety and health 
hazards, and provide for emergency response for 
hazardous waste operations.” 

Site Safety & Health Plan Definition of a Hazardous 
Material:   1910.120(a)(3)    
 “A chemical, mixture of chemicals or a pathogen 

for which there is statistically significant evidence 
based on at least one study conducted in 
accordance with established scientific principles 
that acute or chronic health effects may occur in 
exposed employees.”  

Required Components: 1910.120(b)(1)(ii):  
 The written safety and health program shall 

incorporate the following:  
 Organizational structure  
 Comprehensive workplan  
 Site-specific safety and health plan  
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 Safety and health training program  
 Medical surveillance program  
 Standard operating procedures for safety and 

health   
 Interface between general program and site 

specific activities  
 

ICS-208-HM Site Safety & Health Plan  
 Meets U.S. regulatory requirements for a Site 

Safety & Health Plan 
 Enforcement & feedback loop 
 ICS Compatible - Complements the Incident 

Action Plan (IAP) 
 Checklist vs. wordy - moderately easy to 

complete; easy to use. 
 Provides direction and documentation of incident 

safety activities and requirements 
 Communicates Direction - Gives written direction 

to field responders and supervisors of what is 
required to keep personnel safe and document 
safe work practices 

 

Other ICS Forms cover other regulatory Aspects:   
 ICS-201, ICS-203 - Organizational Structure 
 ICS-201, 203, 205 - Lines of Communication 
 IAP - Comprehensive Workplan 
 ICS-206 - Medical Plan 
 IAP - Alarms, Illumination 
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 IAP - Food Handling, Toilets 
 

Information Sources to Develop the ICS-208: 
 Material Safety Data Sheet (MSDS) 
 Contingency Plans 
 Emergency Response Plans 
 ICS-215a, Hazard/Risk Analysis  
 Technical Specialist 
 Chemical Manufacturer 
 Chemtrec  1-800-434-9300 
 Work Analysis Matrix, ICS-234 
 ICS-215, Operational Planning Worksheet  
 Operations Section Chief 
 
Example ICS-208 Site Safety & Health Plans can 
be found on Homeport in the ICS Library Forms 
(http://homeport.uscg.mil/ics/). 
 
NOTE:  The FEMA ICS-208 is a Safety Message 
form and not a Site Safety and Health Plan. 
 

http://homeport.uscg.mil/ics/
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Appendix I – Evaluating Hazard/Risk and Example 
ICS-215a-CG Hazard/Risk Analysis Worksheet 

Risk is the probability that an activity or work assignment 
will result in a mishap or accident.  All activities have some 
associated level of risk.  Our job as Safety Officers is to 
identify and quantify risk, inform others and implement 
measures to mitigate or reduce risk.  In other words, 
manage risk. 
 

Steps in Analyzing Risk 
1. With the OSC, Identify hazards within the incident 

environment. 
2. With the OSC, categorize high and low risk activities or 

work assignments. 
3. Determine the benefit or gain from conducting these 

activities. 
4. Consider canceling or delaying any high risk activity that 

has little or no benefit or gain. 
5. For high risk activities with a high benefit mitigate the 

hazard with managerial resources such as protective 
equipment, training and experience. 

 
In Operational Risk Management, a prioritization process 
is followed whereby the risks with the greatest loss and 
the greatest probability of occurring are handled first.  
Risks with lower probability of occurrence and lower loss 
are handled in descending order. 
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Prioritizing Risk Potential  
 

 High Risk – Activity likely to cause serious injury or 
death 

 Low Risk – Activity unlikely to cause serious injury or 
death 

 High Frequency – Resources are experienced in 
responding to and conducting these activities or tactics 

 Low Frequency – Resources are inexperienced in 
responding to and conducting these tactics 

 

 
High Risk 
Low Frequency 

 
Low Risk 
Low Frequency 

 
High Risk 
High Frequency 

 
Low Risk 
High Frequency 

 

GREEN - Low Risk Activity conducted by Resources who 
do the job frequently 
RED - High Risk Activity conducted by Resources who 
rarely do the job 
 

High Risk activities can then be broken into two 
categories: 
 Activities which move slowly and have ample time for 

decision making. 
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 Activities which move quickly and have very little time 
for decision making. 

The OSC and SOFR as a team:   
1. Identify Mission Tasks 
2. Categorize Hazards & Risks 
3. Determine benefit or gain 
4. Cancel or delay high risk activities with no gain 
5. Mitigate Hazard or Risk 
6. Execute Decision 
7. Monitor Situation 
 
Steps 1-5 are developed on the ICS-215a.  Steps 6 and 7 
are done in the field. 
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Example ICS-215a Hazard/Risk Analysis 
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ICS 215a Instructions 
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ICS 215a Instructions (cont) 
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Appendix K – Example ICS 213RR CG, Resource 
Request Message  
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ICS 213RR-CG Instructions 
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 Appendix L– Example ICS 214, Unit Log  
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ICS 214 Instructions 
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Appendix M – ICS-225, Incident Personnel 
Performance Rating 
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Appendix N – Hazard/Risk Identification Checklist For 
Facilities 
 

Facility Hazard/Risk Analysis – the Safety Officer 
may utilize the ICS-215A, Hazard/Risk Analysis 
along with the Facilities Hazard/Risk Checklists 
below to identify and mitigate hazards and risks 
associated with support facilities.  Consider the use 
of Technical Specialists to identify and mitigate 
hazards and risks. 
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N1 – Hazard/Risk Identification for the Incident 
Command Post (ICP) 
 

 Emergency Evacuation Plan developed and 
posted 

 Sanitation maintenance contract in place 
 Adequate lavatory facilities for planned 

occupancy 
 Presence of mold,  hazmat, etc 
 Presence of vermin and insects 
 Drinking water Quality 
 Adequate secure parking and traffic flow 
 Appropriate external lighting 
 Adequate Electrical (no electrical hazards) 
 Sufficient internal lighting based on facility layout 
 Able to secure access to facility 
 Adequate power outlets 
 Air quality within structure 
 Heating and air conditioning systems operational 

& effective 
 Fire extinguishers adequate for use 
 Facility layout does not impede evacuation 
 Potential Slip, Trip and Fall hazards mitigated 
 Adequate hand washing stations/facilities 
 Facility clean and orderly (no eating at work 

areas) 
 Designated break room for eating 
 Restrooms clean and well stocked with supplies 
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 No blocked exits 
 No overhead hazards 
 Check-in process in place 
 Ergonomics principles in place for bodies and 

equipment 
 First Aid and medical support personnel 

available 
 No exposure to hazardous atmospheres such as 

fire or flood waters (out of harms way) 
 Dust/Mud mitigation 
 Adequate Trash containers 
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N2 – Hazard/Risk Identification Checklist For 
Staging Areas 
 

 Appropriate Security 
 Adequate lighting 
 Adequate Electrical (no electrical hazards) 
 Located out of harms way 
 Adequate separation of vehicles and personnel 
 Safe fueling operations (fire extinguishers in 

place) 
 Clean and orderly 
 Trash disposal in place 
 Dust/Mud mitigation 
 Ability to capture and store decon/grey water if 

needed  
 Sanitation including hand washing stations & 

portable toilets 
 Orderly check-in and accountability process in 

place 
 Good communications 
 Medical support such as first aid 
 Shelter for personnel (Environmental Hazards) 
 Controlled vehicle traffic flow 
 Sleeping under/around vehicles and other 

hazards 
 Disposal containers for hazardous waste 
 Adequate Trash containers 
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N3 – Hazard/Risk Identification Checklist for the 
Helibase 
 

 Controlled perimeter with warning signs 
 Safe takeoff route and landing approach 
 Free of overhead hazards – wires! 
 Appropriate air traffic management 
 Effective communications 
 Crash/Rescue/Firefighting services 
 First Aid/Medical Support 
 Safe fueling operations 
 Support vehicles parked out of harms way 
 Use of hearing and eye protection 
 Use of personal protective clothing (Nomex) 
 All equipment/supplies appropriately secured 
 Physical site security 
 Adequate Electrical (no electrical hazards) 
 Daily flight safety briefings for EVERYONE 
 Spacing of landing pads 
 Wind indicator in place 
 Load Calculations completed/Manifesting of 

cargo, crewmembers and passengers 
 Flight Hazard Map posted 
 Dust/Mud mitigation 
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N4 – Hazard/Risk Identification Checklist for the 
Base 
 

 Appropriate lighting 
 Adequate Electrical (no electrical hazards) 
 Controlled traffic and parking 
 Directional signing in place 
 Trash/Waste disposal services in place 
 Disposal containers for hazardous waste/grey 

water 
 Proper disposal of Batteries 
 Hand wash stations and adequate toilets 
 Clean kitchen and eating area 
 Identified and marked sleeping area 
 Shelter in place to protect responders from the 

elements 
 Located out of harms way 
 Free of any previous site contamination 
 Effective paging/public address system 
 Trip hazards marked 
 Noise abatement for generators/compressors 
 Site security 
 First Aid and Medical Support present 
 Safe fueling operations 
 Dust/Mud mitigation 
 



SOFR Job Aid  129 

 

Appendix O – References to OSHA standards 

These references were found in OHSA General 
Industry Digest, 1999.  Ensure you check the proper 
references for current requirements.   

 Abrasive Blasting – 29 CFR 1910.244 

 Abrasive Grinding - 29 CFR 1910.215, 29 CFR 
1910.243(c)(1)(i), 29 CFR 1910.243 

 Accident Reporting Requirements - 29 CFR 1904 

 Air Contaminants - 29 CFR 1000 

 Air Receivers – 1910.169 

 Aisles and Passageways - 29 CFR 1910.22, 29 
CFR 1910.176 

 Asbestos - 29 CFR 1001 

 Belt Sanding Machines - 29 CFR 1910.213 

 Blood borne Pathogens - 29 CFR 1030 

 Boilers/Pressure Vessels –  

 Change Rooms - 29 CFR 1025, 29 CFR 1910.141 

 Chains, Cables, Ropes and Hooks - 29 CFR 
1910.179, 29 CFR 1910.180, 29 CFR 1910.184 

 Compressed Air 29 CFR 1910.242 

 Compressed Gas Cylinders - 29 CFR 1910.253 

 Compressed Gases - 29 CFR 1910.253, 29 CFR 
1910.102, 29 CFR 1910.103, 29 CFR 1910.105 

 Confined Space, Permit-Required - 29 CFR 
1910.146 
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 Cranes (overhead and mobile), Hoists, and 
Derricks - 29 CFR 1910.179, 29 CFR 1910.180, 
29 CFR 1910.181, 29 CFR 1910.184 

 Dip Tanks Containing Flammable or Combustible 
Liquid - 29 CFR 1910.108 

 Dockboards - 29 CFR 1910.30 

 Drinking Water - 29 CFR 1910.141 

 Electrical - 29 CFR 1910.303, 29 CFR 1910.304, 
29 CFR 1910.305, 29 CFR 1910.333 

 Emergency Action Plans - 29 CFR 1910.38 

 Exits 29 CFR 1910.36, 29 CFR 1910.37 

 Explosives and Blasting Agents - 29 CFR 
1910.109, 29 CFR 1910.1201 

 Eye and Face Protection - 29 CFR 1910.133 

 Eyewash/Drench shower - 29 CFR 1910.151 

 Fan Blades – 29 CFR 1910.212 

 Fall Protection 29 CFR 1910.23 

 Fire Protection 29 CFR 1910.157 

 Flammable Liquids 29 CFR 1910.106 

 Containers and Portable Tank Storage - 29 CFR 
1910.106 

 Floors, General Conditions - 29 CFR 1910.22 

 Floor Loading Limit - 29 CFR 1910.22 

 Floor Openings and Open Sides - 29 CFR 
1910..23 

 Foot Protection - 29 CFR 1910.136, 29 CFR 
1910.266 
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 Forklift Trucks (Powered Industrial Trucks) - 29 
CFR 1910.178 

 Hand Tools - 29 CFR 1910.334, 29 CFR 
1910.242, 29 CFR 1910.304, 29 CFR 1910.266 

 Hazard Communication - 29 CFR 1910.1200 

 Hazardous Energy (Lockout/Tagout) - 29 CFR 
1910.147 

 Hazardous Waste Operations and Emergency 
Response - 29 CFR 1910.120 

 Head Protection - 29 CFR 1910.135 

 Hooks (See Chains, Cables Ropes and Hooks) 

 Housekeeping - 29 CFR 1910.22, 29 CFR 
1910.141 

 Ionizing Radiation - 29 CFR 1910.1096 

 Ladders, Fixed - 29 CFR 1910.27 

 Ladders, Portable - 29 CFR 1910.25, 29 CFR 
1910.26, 29 CFR 1910.333 

 Lead - 29 CFR 1910.1025 

 Lunchrooms - 29 CFR 1910.141 

 Machine Guarding - 29 CFR 1910.212 

 Machinery, Fixed - 29 CFR 1910.212 

 Markings, Placards, and Labels - 29 CFR 
1910.1201 

 Material Hoisting equipment, Inspection (Chains, 
Cables, Ropes, and Hooks). Also see Cranes 
(Overhead and Mobile), Hoists and Derricks - 29 
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CFR 1910.179, 29 CFR 1910.180, 29 CFR 
1910.184 

 Mechanical Power Presses - 29 CFR 1910.217 

 Medical Records and Employee Exposure 
Records - 29 CFR 1910.1020 

 Medical Services and First Aid 

 Noise Exposure - 29 CFR 1910.95 

 Non-Ionizing Radiation (Electromagnetic 
Radiation) - 29 CFR 1910.97 

 Personal Protective Equipment – 29 CFR 
1910.132 

 Portable Power Tools (Pneumatic) - 29 CFR 
1910.243 

 Power Transmission Equipment Guarding - 29 
CFR 1910.219 

 Powered Platforms for Building Maintenance - 29 
CFR 1910.66 

 Pressure Vessels (Boilers) - 29 CFR 1910.216, 29 
CFR 1910.217 

 Process Safety Management of Highly Hazardous 
Chemicals - 29 CFR 1910.119 

 Railings - 29 CFR 1910.23 

 Respiratory Protection - 29 CFR 1910.143 

 Saws, Portable Circular (also see Woodworking 
Machinery) - 29 CFR 1910.243 

 Scaffolds - 29 CFR 1910.28 

 Showers - 29 CFR 1910.120 
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 Skylights - 29 CFR 1910.23 

 Spray-Finishing Operations - 29 CFR 1910.107 

 Stairs, Fixed Industrial - 29 CFR 1910.23, 29 CFR 
1910.24 

 Storage - 29 CFR 1910.176 

 Tanks, Open-Surface 29 CFR 1910.94 

 Toeboards 29 CFR 1910.23 

 Toilets - 29 CFR 1910.141 

 Welding-General (see also Welding in Confined 
Spaces) - 29 CFR 1910.252 

 Welding in Confined Spaces 29 CFR 1910.252 

 Woodworking Machinery - 29 CFR 1910.213 
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Appendix P - How to Properly Refuse Risk 

Every individual has the right and obligation to report safety 
problems and contribute ideas regarding their safety. Supervisors 
are expected to give these concerns and ideas serious 
consideration. When an individual feels an assignment is unsafe, 
they also have the obligation to identify, to the degree possible, 
safe alternatives for completing that assignment. Turning down an 
assignment is one possible outcome of managing risk.  
  
A “turn down” is a situation where an individual has determined 
they cannot undertake an assignment as given and they are 
unable to negotiate an alternative solution. The turn down of an 
assignment must be based on an assessment of risks and the 
ability of the individual or organization to control those risks.  
  

 Individuals may turn down an assignment as unsafe when:  
o There is a violation of safe work practices.  
o Environmental conditions make the work unsafe.  
o They lack the necessary qualifications or experience.  
o Defective equipment is being used.  

 Individual will directly inform their Supervisor that they are 
turning down the assignment as given. The most appropriate 
means to document the turn down is using the criteria 
(Standard protocols/procedures, etc.), outlined in the Risk 
Management Process.  

 Supervisor will notify the Safety Officer immediately upon 
being informed of the turn down. If there is no Safety Officer, 
notification shall go to the appropriate Section Chief or to the 
Incident Commander. This provides accountability for decisions 
and initiates communication of safety concerns within the 
incident organization.  

 If the Supervisor asks another resource to perform the 
assignment, they are responsible to inform the new resource 
that the assignment has been turned down and the reasons 
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that it was turned down.  

 If an unresolved safety hazard exists or an unsafe act was 
committed, the individual should also document the turn down 
by submitting a signed statement as to why in a timely manner.  

 
These actions do not stop an operation from being carried out. 
This protocol is integral to the effective management of risk, as it 
provides timely identification of hazards to the chain of command, 
raises risk awareness for both leaders and subordinates, and 
promotes accountability.  
  
From the Fireline Handbook (March 2004)   
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Appendix Q – Conversions and Equivalents 
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Appendix R – Safety “P” 

 


