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Unit Objectives

At the end of this unit, the participants should be able to:

Describe the importance of demobilization planning.
Identify the impact of agency-specific policies, procedures, and agreements upon demobilization planning.
Identify the ICS titles of personnel who have responsibilities in developing and implementing the Demobilization Plan and list their duties.
List the major sections in a Demobilization Plan.
Identify the need for transfer of command or closeout.
Identify the process involved in a closeout meeting.


Scope

Unit Introduction and Objectives
Demobilization
Activity:  Reviewing the Demobilization Plan
Transfer of Command
Closeout
After-Action Review
Applied Activity
Summary


Methodology

The instructor will begin this unit by providing the unit objectives and explaining that the unit focuses on the demobilization, transfer of command, and closeout of an incident/event, including:  the importance of demobilization planning; the impacts of agency-specific policies, procedures, and agreements on demobilization planning; personnel who have responsibilities for developing and implementing the Demobilization Plan; major sections of the Demobilization Plan; ICS Form 221, Demobilization Checkout; procedures for transfer of command of a de-escalating incident; and procedures for incident closeout.

The instructor will describe the importance of demobilization planning and then identify the impacts of agency-specific policies, procedures, and agreements on demobilization planning.  Next, the instructor will identify the ICS titles and duties of personnel who have responsibilities for developing and implementing the Demobilization Plan, and the ICS Form 221, Demobilization Checkout.  The instructor will then identify the major sections of the Demobilization Plan.  The participants will then complete an activity in which they review a sample Demobilization Plan.  Finally, the instructor will identify the procedure for transfer of command of a de-escalating incident, identify the procedure for incident closeout, and describe the process involved in conducting an after-action review.


Methodology (Continued)

The scenario for the applied activity involves demobilization planning for the simulated incident begun in the previous units.  Teams will complete the following activities:

Review the information developed in all of the previous scenario activities and the scenario update.
Write a Demobilization Plan using the five elements described in this unit.
Develop a detailed Transfer of Command briefing to be delivered to the Incident Commander who will supervise the recovery efforts/cleanup. 

At the end of this unit, the instructors will answer any questions from participants and summarize the key points of the unit.  The instructor will then transition to Unit 8:  Course Summary.


Materials

PowerPoint visuals 7.1 – 7.25
Instructor Guide
PowerPoint slides and a computer display system
Student Manual


Time Plan

A suggested time plan for this unit is shown below.  More or less time may be required, based on the experience level of the group.

	Topic
	Time

	Unit Introduction and Objectives
	5 minutes

	Demobilization
	15 minutes

	Activity:  Review the Demobilization Plan
	15 minutes

	Transfer of Command
	5 minutes

	Closeout and After-Action Review
	10 minutes

	Applied Activity
	75 minutes

	Summary
	5 minutes

	Total Time
	2 hours 10 minutes
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UNIT INTRODUCTION
Visual 7.1

[image: Visual: Unit 7: Demobilization, Transfer of Command, and Closeout

Photo:  Emergency workers about to begin ICS training.]
Instructor Notes:  Present the following key points.

Introduce this unit by presenting the following points:

All incidents eventually draw to a close.  How the incident is downsized and closed out is an important part of incident management.

This unit focuses on the demobilization process, transfer of command, and incident closeout.

UNIT OBJECTIVES
Visual 7.2

[image: Visual: Unit Objectives (1 of 2) -
Describe the importance of demobilization planning.
Identify the impact of agency-specific policies, procedures, and agreements upon demobilization planning.
Identify the ICS titles of personnel who have responsibilities in developing and implementing the demobilization plan and list their duties.
]
Instructor Notes:  Present the following key points.

Show the next two visuals and review the unit objectives with the class.  Tell the participants that by the end of this unit, they should be able to: 

Describe the importance of demobilization planning.
Identify the impact of agency-specific policies, procedures, and agreements upon demobilization planning.
Identify the ICS titles of personnel who have responsibilities in developing and implementing the Demobilization Plan and list their duties.

UNIT OBJECTIVES
Visual 7.3

[image: Visual: Unit Objectives (2 of 2) -
List the major sections in a demobilization plan.
Identify the need for transfer of command or closeout. 
Identify the process involved in a closeout meeting.
]
Instructor Notes:  Present the following key points.

Continue presenting the unit objectives: 

List the major sections in a Demobilization Plan.
Identify the need for transfer of command or closeout.
Identify the process involved in a closeout meeting.

DEMOBILIZATION
Visual 7.4

[image: Visual: Demobilization -
Demobilization:
Is the release and return of resources that are no longer required.  
May occur at any time during or after the incident/event.

Image: Building a response tent]
Instructor Notes:  Present the following key points.

Demobilization involves the release and return of resources that are no longer required for the support of an incident/event.

The release and return of resources may occur during an incident/event or after the incident/event is over.

Refer to the job aid on the next page for additional information on anticipating the workload involved in planning for demobilization.

DEMOBILIZATION
Visual 7.4:  Demobilization (Continued)

After the incident is controlled and tactical resources are beginning to be released, the incident management organization should begin to monitor the number of support and management staff that are assigned.  Below are some typical workload considerations to consider when planning for demobilization.

	Position
	Demobilization Considerations

	Public Information Officer
	Press interest may taper off toward the end of the incident, especially when tactics turn from life safety to cleanup.  As the incident demobilizes, the need for interagency coordination of information may also decline.  While it is important that the press continue to have a contact at the incident, it may be possible for the Public Information Officer to scale back operations.

	Safety Officer
	As the number of tactical operations at an incident decreases, the demand on the Safety Officer will also decline.  However, some incidents require post-incident debriefings that will require the input of the Safety Officer.  While the workload may level out, it may remain until the end of the incident.

	Liaison Officer
	As cooperating and assisting agency resources are demobilized, the Liaison Officer’s job will become less complex.  The Liaison Officer is also likely to be involved in interagency post-incident review activities that may require continued presence at the incident and involvement after final demobilization.

	Operations Section
	The Operations Section Chief should be able to reduce support staff such as Deputies and Staging Area Managers as the Operations Section is demobilized.

	Planning Section
	In the Planning Section, the later workload falls on the Demobilization and Documentation Units.  The Demobilization Unit will develop the Demobilization Plan and monitor its implementation.  The Documentation Unit will package all incident documentation for archiving with the responsible agency or jurisdiction.  Both of these processes are finished late in the incident.

	Logistics Section
	The Supply Unit and the Facilities Unit play major roles as the incident winds down.  The Facilities Unit will need to demobilize the incident facilities, such as the Command Post and incident Base.  The Supply Unit must collect, inventory, and arrange to refurbish, rehabilitate, or replace resources depleted, lost, or damaged at the incident.  

	Finance and Administration Section
	Many of the activities of the Finance and Administration Section continue well after the rest of the organization has been demobilized.  Much of the paperwork needed to document an incident is completed during or after demobilization.




DEMOBILIZATION
Visual 7.5

[image: Visual: Demobilizing Nonexpendable and Expendable Resources -
Nonexpendable Resources 
Account for resources returned.
Restore resources to functional capability.
Replace broken and/or lost items.

Expendable Resources
Account for resources used.
Reimburse for expendable items used.
Return and restock items.

Image 1: Helicopter
Image 2: Worker]
Instructor Notes:  Present the following key points.

Nonexpendable Resources:  These resources (such as people, fire engines, and other durable equipment) are fully accounted for during the incident and again when they are returned to the organization that issued them.  The issuing organization then restores the resources to fully functional capability and readies them for the next mobilization.  Broken and/or lost items should be replaced through the appropriate resupply process, by the organization with invoicing responsibility for the incident, or as defined in pre-incident agreements. 

It is critical that fixed facility resources also be restored to their full functional capability in order to ensure readiness for the next mobilization.  In the case of human resources, such as Incident Management Teams, adequate rest and recuperation time and facilities should be provided.  Important occupational health and mental health issues should also be addressed, including monitoring how such incidents affect emergency management/response personnel over time.

Expendable Resources:  Expendable resources (such as water, food, fuel, and other one-time-use supplies) must be fully accounted for.  The incident management organization bears the costs of expendable resources, as authorized in financial agreements executed by preparedness organizations. 

Restocking occurs at the point from which a resource was issued.  Returned resources that are not in restorable condition (whether expendable or nonexpendable) must be declared as excess according to established regulations and policies of the controlling jurisdiction, agency, or organization.  Waste management is of special note in the process of recovering resources, as resources that require special handling and disposition (e.g., biological waste and contaminated supplies, debris, and equipment) are handled according to established regulations and policies.

DEMOBILIZATION
Visual 7.6

[image: Visual: Demobilization Chellenges -
What challenges are related to demobilization?]
Instructor Notes:  Present the following key points.

Ask the participants:  What challenges are related to demobilization?

	
Ask for volunteers to answer the question.  If not mentioned by the participants, add the following:

Planning for demobilization is often overlooked, leading to problems such as disgruntled responders or tragic accidents en route home.

As incidents wind down, many personnel may be anxious to return home.

Fiscal concerns sometimes require verification of the total time that a resource is assigned to an incident.

Any nonconsumable supplies that were provided to the incident must be returned.

Certain laws require that sufficient rest be provided to some drivers before driving home.





DEMOBILIZATION
Visual 7.7

[image: Visual: Demobilization Planning Benefits -
Demobilization planning helps to:
Eliminate waste.
Eliminate potential fiscal and legal impacts.
Ensure a controlled, safe, efficient, and cost-effective release process.

Image: Meeting]
Instructor Notes:  Present the following key points.

Demobilization planning helps to:

Eliminate waste.
Eliminate potential fiscal and legal impacts.
Ensure a controlled, safe, efficient, and cost-effective release process.

DEMOBILIZATION
Visual 7.8

[image: Visual: Agency Policies and Procedures -
Demobilization policies and procedures depend on the size of the incident and may involve:
Fiscal/legal policies and procedures.
Work rules.
Special license requirements.
Other requirements.

Photo:  Unpacking documents]
Instructor Notes:  Present the following key points.

On smaller incidents, resources are released to finish shifts or work periods.  Demobilization planning is obscure and rests with the Incident Commander and typical agency protocols.  But on longer duration incidents, resources may have worked in excess of agreed-upon work schedules or may have traveled well out of their jurisdiction.  The Finance/Administration Section may require documentation prior to outside agencies departing the incident.

In some cases, a priority of release may be necessary if all resources cannot be processed for release at the same general time.  Agency policy or work rules may impact this priority.  There may be local, regional, or national guidance on release priorities for incident resources.

Agency policies, procedures, and agreements must be considered by the incident management prior to releasing resources.  For example, if the drivers of large vehicles carry special licenses (commercial rating, for example), they may be affected by State and Federal regulations for the amount of rest required before a driver can get back on the road.

Some agencies may require that the vehicle be inspected by incident personnel for damage caused by use on the incident and that damage claims be properly documented, etc.  If an injury occurred while on the incident, worker’s compensation laws may apply and documentation must be completed in a timely manner.

DEMOBILIZATION
Visual 7.9

[image: Who Does What?

Organization chart of who does what.

Command:  Approves resource orders and demobilization.

Finance/Admin: Processes claims, time records, and incident costs, and assists in release priorities.

Operations:  Identifies operational resources that are, or will be, excess to the incident and prepares list for Demobilization Unit Leader.

Planning:  Develops and implements the Demobilization Plan.

Logistics:  Implements transportation inspection program and handles special transport needs.
]
Instructor Notes:  Present the following key points.

The primary roles of the Incident Commander and the Sections in demobilization planning:

Incident Commander:  Approves resource orders and demobilization.

Operations Section:  Identifies operational resources that are, or will be, excess to the incident and prepares list for Demobilization Unit Leader.

Planning Section:  Develops and implements the Demobilization Plan.

Logistics Section:  Implements transportation inspection program and handles special transport needs.

Finance/Administration Section:  Processes claims, time records, and incident costs, and assists in release priorities.

DEMOBILIZATION
Visual 7.10

[image: Visual:  Demobilization Plan:  Information Needs

Two column chart:

What Information is needed? and Who Provides?
Excess resources; release priorities - All supervisors and managers
Plan development; resource information; demobilization process - Planning Section
Continuing needs for tactical resources - Operations Section
Transportation availability; communications; maintenance - Logistics Section
Claims, time records, and costs of individual resources that are a factor in release - Finance/Admin section
Agreements regarding other agency resources - Liaison Officer
Physical condition of personnel; physical needs; adequacy of transportation - Safety Officer
Return and reassignment of resources - Agency Dispatch/Ordering Centers







]
Instructor Notes:  Present the following key points.

ICS titles of personnel who have responsibilities in demobilization planning:

All Incident Supervisors and Managers:  Identify excess resources and provide list and priorities to the Demobilization Unit.
Planning Section:  Coordinate the development of the Demobilization Plan.  The Demobilization Unit Leader develops the specific, individual plan document and outline of the process.  The Resources Unit Leader assists the Demobilization Unit Leader in determining total resources assigned, home units, length of assignment, and travel needs.
Operations Section:  Identifies continuing needs for operational resources and those that are, or will be, excess to the incident, and prepares the list for the Demobilization Unit Leader.
Logistics Section:  Handles special transportation and communications needs and implements vehicle inspection program.
Finance/Administration Section:  Processes claims, time records, and incident costs, and helps determine release priorities.
Liaison Officer:  Identifies terms of agreements with assisting agencies in regard to release of the resources and special needs.
Safety Officer:  Considers physical condition of personnel and ensures that supervisors assess their subordinates’ ability to travel.
Agency Dispatch Centers and Ordering Points:  Provide information for reassignment of released resources to other incidents.

DEMOBILIZATION
Visual 7.11

[image: ]
Instructor Notes:  Present the following key points.

The Demobilization Plan should contain the following sections:

General information about the demobilization process.
Responsibilities for implementation of the Demobilization Plan.
General release priorities.
Specific release procedures.
Travel information (procedures, maps, telephone listings, etc.).

Demobilization planning can be quite complex on large, multiagency incidents.  Training and experience will help ensure that personnel with demobilization planning responsibilities perform their jobs accurately.

Refer to the sample Demobilization Plan on the next pages.  

Give the participants time to review the plan.

SAMPLE DEMOBILIZATION PLAN (Page 1 of 5)
NORTH SMITHMAN INCIDENT


	Prepared by
	
	
	

	
	Planning Section Chief	
	
	Date



	Approved by
	
	
	

	
	Logistics Section Chief
	
	Date



	Approved by
	
	
	

	
	Operations Section Chief
	
	Date



	Approved by
	
	
	

	
	Finance Section Chief
	
	Date



	Approved by
	
	
	

	
	Supervisor-Expanded Dispatch
	
	Date



	Approved by
	
	
	

	
	Incident Commander
	
	Date






SAMPLE DEMOBILIZATION PLAN (Page 2 of 5)

The Demobilization Plan contains five (5) sections:

1.	General Information
2.	Responsibilities
3.	Release Priorities
4.	Release Procedures
5.	Travel Information

1.	GENERAL INFORMATION

The demobilization process at the North Smithman Incident will require coordination with the Unified Command Team and the Expanded Dispatch function.  All resources with their own transportation must meet rest/work guidelines prior to driving.

All releases from the Smithman Incident will be initiated in the Demob Unit after Incident Commander approval.  The size and location of the Incident Base lends itself to the holding of surplus equipment and personnel during the time it takes to process all of the releases in a safe and efficient manner.  No resources are to leave the Incident until authorized to do so.  At this time, no off-Incident Demob Center will be activated.  The Logistics Section will provide for all necessary transportation of released personnel and equipment.  The Demob Unit will arrange for any needed flight arrangements through Expanded Dispatch.  

The following are general guidelines to be followed for resources that are leaving the Incident.

A.	No person will be released without having a minimum of eight (8) hours rest, unless specifically approved by the IC.

B.	All Federal resources must be able to arrive at their home base prior to 2200 (10 PM).  Other agencies and cooperators must meet individual agency regulations pertaining to rest and travel.

C.	All Party Chiefs, Crew Supervisors, and Strike Team Leaders will be thoroughly briefed prior to leaving the Incident.  Briefing to include:  1. method of travel, 2. passengers (if any), 3. destination, 4. ETD Camp/ETA home base, and 5. transportation arrangements.

All personnel returning home on commercial aircraft will be showered and wear clean clothing.

To prevent delays and work overloads, Logistics and Finance will be notified as soon as possible when surplus resources are to be Demobed.  (Demob will try to advise the two Units 24 hours in advance.)  Notification of Incident personnel will be by posting of "Tentative Releases" 12 hours in advance.  Crew Supervisors may also be paged when the Demob process is to begin.

If applicable, all oversize vehicles (e.g., transports) MUST have appropriate permits to comply with State vehicle codes.

SAMPLE DEMOBILIZATION PLAN (Page 3 of 5)

Performance Ratings are required for:
· Trainees
· Outstanding performance
· Deficient performance
· By personal request

All firefighting apparatus, rental equipment, and crew transport will have a vehicle inspection (Safety Check) at Ground Support prior to returning to their home unit or new assignment location.  Pickups, sedans, and vans will also have a safety check by the Ground Support Unit before departing the Incident Base.

2.	RESPONSIBILITIES

Functional heads (i.e., Section Chiefs and Unit Leaders) are responsible for determining resources surplus to their needs and submitting lists to the Demob Unit Leader.

The Demob Unit Leader is responsible for:

· Compiling "Tentative" and "Final" Release sheets.  (Any Incident-formed Strike Teams and Task Forces must be disbanded before Incident Commander approval and release from the Incident.)
· Making all notifications to Incident and off-Incident personnel regarding tentative and final releases (includes Tanker and Helibases).
· Making sure that all signatures are obtained on the Demob Checkout form.
· Monitoring the Demob process and making any adjustments in the process.

The Incident Commander is responsible for:  

· Establishing the release priorities through consultation with Unified Command.
· Reviewing and approving all tentative release lists.

The Logistics Section Chief is responsible for ensuring through:

· Facilities—that all sleeping and work areas are cleaned up before personnel are released.
· Supply—that all non-expendable property items are returned or accounted for prior to release.
· Ground Support—that there will be adequate ground transportation during the release process and that vehicles are inspected.
· Communications—that all radios have been returned or are accounted for.
· Food Unit—that there will be adequate meals for those being released and for those remaining in camp.


SAMPLE DEMOBILIZATION PLAN (Page 4 of 5)

The Finance Section Chief is responsible for:

· Completion of all time and equipment reports for released personnel.
· Notification(s) for any ADO payoff(s).

The Planning Section Chief is responsible for managing duration of assignment policy for the Incident Commander.

Expanded Dispatch is responsible for:

· Reviewing tentative releases and notifying the Demob Unit Leader with release approvals, reassignments, and air travel information.
· Coordinating with the Rocky Mountain Coordination Center.

3.	RELEASE PRIORITIES

The following release priorities have been established by the Unified Command Team:

1. Initial attack or local cooperators
2. Type 1 Crews
3. Non-local engines, crews, and overhead
4. Other local resources

Crews from other Regions will be grouped for demob when possible.  Emergency situations will arise and will be handled expeditiously.  Clearance for emergency demob is to be approved by the appropriate Section Chief, IC, or Agency Representative.

4.	RELEASE PROCEDURES

Critical resources will be identified on the Daily Incident Commander conference calls.  These resources will be listed in the Unified Command Action Plan and these resources cannot be released from the Incident without Unified Command approval.

All resources requiring airline travel must be submitted to Expanded Dispatch 36 hours in advance of planned travel.  All other resource surpluses should be forwarded to Expanded Dispatch 24 hours in advance of planned release.  Demob will also give Ground Support lead time to arrange for ground transportation for crews and individuals needing transportation.

Functional heads will identify surpluses within their units and submit a list (or lists) to the Demob Unit Leader in the Planning Section.  The Demob Unit will combine lists and form a "Tentative Release" list to be submitted to the Incident Commander for review and approval.  Demob will work with the Resources Unit so that the resource status board can be kept up to date.


SAMPLE DEMOBILIZATION PLAN (Page 5 of 5)

After Incident Commander approval, Demob will notify Expanded Dispatch of the tentative releases for their concurrence.  When concurrence is obtained from Expanded Dispatch, the Demob Unit Leader will:

· Prepare transportation manifests.
· Notify personnel to be released.
· Give crew leaders or individuals the final release form and briefing.

Crew leaders or individuals will take the ICS Form 221, Demobilization Check-Out form, to:

· Communications Unit Leader (if radio equipment has been issued)
· Facilities Unit Leader (to be sure sleeping area is clean)
· Supply Cache (to return all non-expendable property)
· Ground Support (for vehicle inspections)
· Finance (for time)
· Demob (last stop for final departure times and documentation)

The Demob Unit will:

· Notify the Resources Unit so that "T" card information is complete.
· Notify Expanded Dispatch of ETD, ETA, destination, and travel arrangements.
· Collect and send all Demob paperwork to the Documentation Unit.

5.	TRAVEL INFORMATION

All resources will meet work/rest requirements prior to being released from the incident.  Crews traveling on commercial aircraft will be given time to shower and dress in clean clothes.  Any heavy or oversize equipment MUST have appropriate permits and follow any limitations on the movement of their equipment on public highways.  All resources will meet any agency-specific requirements on hours of travel per day or other restrictions concerned with travel.  Incident Demob will notify Expanded Dispatch when a resource is released, so the home Forest/Agency can be advised with an ETA.  It will then be up to the sending Forest/Agency to keep track of released resources and report back if there are any problems or if more information is needed.

Incident Phone Numbers

North Smithman Demob:  XXX-XXX-XXXX	Expanded Dispatch:  XXX-XXX-XXXX

Individual resources are to notify either the North Smithman Incident or Expanded Dispatch at the above numbers and their home unit dispatcher if significant delays occur en route to their next destination.


ACTIVITY:  REVIEWING THE DEMOBILIZATION PLAN
Visual 7.12

[image: Visual: Activity: Reviewing the Demobilization Plan -
Instructions:  Working as a team:
Review the sample demobilization plan for the cruise ship hazmat incident found in your Student Manuals.
Next, determine whether the five elements required for a demobilization plan are adequately addressed in the sample.
Record your work on chart paper as follows:
Select a spokesperson and be prepared to present your work in 10 minutes.
]
Instructor Notes:  Present the following key points.

Ask the participants to work in teams to complete the following activities:

Review the sample Demobilization Plan for the cruise ship hazmat incident found in your Student Manuals.  (See next two pages.)
Next, determine whether the five elements required for a Demobilization Plan are adequately addressed in the sample.
Record your work on chart paper as shown in the visual (Strengths and Areas for Improvement).
Select a spokesperson and be prepared to present your work in 10 minutes.

Monitor the time.  After 10 minutes, call time.

Conduct the activity discussion as follows:

1. Ask the spokesperson from the first team to present one strength the team identified.
Next, ask the spokesperson from the second team to present a different strength the team identified.  
Continue the process for identifying strengths and areas for improvement until all teams have presented.
Summarize the main learning points for this activity.  If not mentioned by the participants, note that the sample Demobilization Plan contains all of the required elements.  Additional detail about release procedures could be added.

ACTIVITY:  REVIEWING THE DEMOBILIZATION PLAN

Sample Demobilization Plan
Cruise Ship HazMat Incident (Page 1 of 2)

[image: Sample Demobilization Plan - Cruise Ship Hazmat Incident (page 1 of 2)]


ACTIVITY:  REVIEWING THE DEMOBILIZATION PLAN

Sample Demobilization Plan
Cruise Ship HazMat Incident (Page 2 of 2)

[image: Sample Demobilization Plan - Cruise Ship Hazmat Incident (page 2 of 2)]
DEMOBILIZATION
Visual 7.13

[image: ICS Form 211, Demobilization Check-Out

ICS Form 221 ensures that resources checking out of the incident have completed all appropriate incident business, and provides the Planning Section information on resources released from the incident. 

SAMPLE:  Top part of the Demobilization Check-Out Form (ICS 221)
]
Instructor Notes:  Present the following key points.

The Demobilization Check-Out (ICS 221):

· Ensures that resources checking out of the incident have completed all appropriate incident business, and provides the Planning Section information on resources released from the incident.  

· Is initiated by the Planning Section, or a Demobilization Unit Leader if designated.  The Demobilization Unit Leader completes the top portion of the form and checks the appropriate boxes in Block 6 that may need attention after the Resources Unit Leader has given written notification that the resource is no longer needed.  The individual resource will have the appropriate overhead personnel sign off on any checked box(es) in Block 6 prior to release from the incident.

After completion, the ICS 221 is returned to the Demobilization Unit Leader or the Planning Section.  All completed original forms must be given to the Documentation Unit.  Personnel may request to retain a copy of the ICS 221.


TRANSFER OF COMMAND
Visual 7.14

[image: Visual:  Stabilizing or De-Escalating Incidents -
When an incident stabilizes or de-escalates: 
The need for incident management may also be reduced.
A transfer of command should be considered.

Image: Workers in hazmat suits]
Instructor Notes:  Present the following key points.

When an incident stabilizes or de-escalates:

The need for incident management may also be reduced.
A transfer of command should be considered.

TRANSFER OF COMMAND
Visual 7.15

[image: Visual:  Review: Transfer of Command -
What steps must the incoming Incident Commander take before assuming command?

Image: Firefighters]
Instructor Notes:  Present the following key points.

Note that Unit 4 addressed transfer of command.  

Then ask the question:  What steps must the incoming Incident Commander take before assuming command?

	
Show the next visual and review the steps in assuming command.





TRANSFER OF COMMAND
Visual 7.16

[image: Visual: Steps in Assuming Command -
Incoming IC (Assuming) 
Assess situation with current IC.
Receive briefing.
Determine appropriate time for transfer of command.
Notify others of change in command.
Reassign or demobilize current IC.

Outgoing IC (Transferring)
Assess situation with incoming IC.
Deliver briefing.
Determine appropriate time for transfer of command.
Notify others of change in command.
Accept new assignment or demobilize.]
Instructor Notes:  Present the following key points.

Steps involved in assuming command:

	Incoming Incident Commander (Assuming)
	Outgoing Incident Commander (Transferring)

	Assess situation with current IC.
	Assess situation with incoming IC.

	Receive briefing.
	Deliver briefing.

	Determine appropriate time for transfer of command.
	Determine appropriate time for transfer of command.

	Notify others of change in command.
	Notify others of change in command.

	Reassign or demobilize current IC.
	Accept new assignment or demobilize.




TRANSFER OF COMMAND
Visual 7.17

[image: Visual: Transfer of Command Briefing Checklist
Situation and Prognosis
Resources Remaining and status
Areas of Concern (political, community interest, etc.)
Logistical Support Needed or Retained
Turnover of Appropriate Incident Documentation

Photo:  Clipboard]
Instructor Notes:  Present the following key points.

The briefing of the receiving Incident Commander should contain the following information:

Current situation and prognosis
Resources remaining and their status
Particular areas of concern (political, community interest, etc.)
Logistical support needed or retained
Turnover of appropriate incident documentation

Ask the participants if they would add anything to the items listed on the visual.

CLOSEOUT
Visual 7.18

[image: Visual: Incident Command and Closeout -
The Incident Commander position will remain staffed until the absolute conclusion of the incident and the “closing out.”

Image: Man on walkie talkie]
Instructor Notes:  Present the following key points.

The Incident Commander will stay with the incident until its absolute conclusion and the “closing out” of the incident.  The person filling the position of Incident Commander may change. 

At some point, on-scene tactical operations will be completed, and the incident Command Staff will be demobilized.  Team demobilization may include a formal “closeout” with the responsible agency or jurisdiction or jurisdictions, and should include an incident debriefing. 

CLOSEOUT
Visual 7.19

[image: Visual: Closeout Briefing -
A closeout briefing includes the following information:
Incident summary
Major events that may have lasting ramifications
Documentation, including components that are not finalized
Opportunity for the agency officials to bring up concerns
Final evaluation of incident management by the agency executive/officials]
Instructor Notes:  Present the following key points.

A closeout briefing is usually presented to the agency administrator, delegating authority, department head, etc., and includes the following information:

Incident summary
Discussion of major events within the incident that may have lasting ramifications
Turnover of appropriate incident documentation, to include components that are not finalized
Allowing an opportunity for the agency officials to bring up concerns prior to the incident ending
A final evaluation of incident management by the agency executive/officials

Ask the participants to describe situations in which it would be important to conduct a closeout briefing.  

	
If not mentioned by the participants, note the following situations:

Major incidents that have attracted media interest.

Incidents where there will be a need for longer term recovery efforts.

Situations where there were important lessons learned for future responses.





CLOSEOUT
Visual 7.20

[image: Visual: Closeout -
Think about the ongoing scenario from the past units. Given this scenario, what agenda items would you include in a closeout briefing?]
Instructor Notes:  Present the following key points.

Tell the participants to think about the scenario used in the application activities in the past few units.

Ask the participants:  Given this scenario, what agenda items would you include in a closeout briefing?

	
Record the items on chart paper and add any that you think should be added.





CLOSEOUT
Visual 7.21

[image: Visual: Team Closeout Meeting -
Incident Management Teams or other teams may hold a closeout meeting to discuss team performance.
These meetings may result in a “lessons learned” summary report.

Image: Meeting]
Instructor Notes:  Present the following key points.

In some cases, teams will have a closeout meeting either prior to or after the agency briefing to discuss team performance and future enhancements to their performance. 

These meetings are usually facilitated by the Planning Section Chief and result in a “lessons learned” listing.

AFTER-ACTION REVIEW
Visual 7.22

[image: Visual: Conducting an After-Action Review -
An after-action review answers the following questions:
What did we set out to do?
What actually happened?
Why did it happen?
What are we going to do differently next time?
Are there lessons learned that should be shared?  
What followup is needed?]
Instructor Notes:  Present the following key points.

An after-action review answers the following questions:

What did we set out to do?
What actually happened?
Why did it happen?
What are we going to do differently next time?
Are there lessons learned that should be shared?  
What followup is needed?

Refer to the job aid on the next page.  Give the participants a moment to review the job aid and then ask them to identify techniques or processes that they find effective in conducting after-action reviews.

Remind participants that Incident Action Plans, Demobilization Plans, and after-action reports are all public documents and as such are discoverable.


AFTER-ACTION REVIEW
Visual 7.22:  Conducting an After-Action Review (Continued)

After-Action Review (AAR) Tips

Overall Tips
Schedule an After-Action Review (AAR) as soon after the incident as possible.
Keep it short and focused.
Focus on WHAT, not WHO.
Establish clear ground rules:  encourage candor and openness (this is dialog—not lecture or debate); focus on items that can be fixed; keep all discussions confidential.
Use a skilled facilitator to conduct the AAR.

AAR Process Steps

Use the following questions to facilitate the AAR process: 

1. What did we set out to do?
Establish the facts.
Determine purpose of the mission and definition of success:
Identify key tasks involved.
Specify conditions under which each task may need to be performed (weather, topography, time restrictions, etc.).
Define acceptable standards for success (explain what “Right” looks like).

What actually happened?
Continue to establish the facts.
Participants should come to agreement on what actually happened.
Pool multiple perspectives to build a shared picture of what happened.

Why did it happen?
Analyze cause and effect.
Focus on WHAT, not WHO.
Provide progressive refinement for drawing out explanations of what occurred.  This will lead into developing possible solutions. 

What are we going to do differently next time?
Solutions will arise naturally once problems are identified and understood. 
Focus on items you can fix, rather than external forces outside of your control.
Identify areas where groups are performing well and that should be sustained.  This will help repeat success and create a balanced approach to the AAR.

Areas To Sustain/Maintain Strengths:

Areas To Improve:

Are there lessons learned that should be shared immediately?  
Identify the process for sharing lessons learned. 
Option 1:  Document the Issue, Discussion, Recommendation
Option 2:  Document the Concept of the Operation, Results, Trends, Recommendation
Determine and describe the most notable successes from the incident. 
Determine and describe the most difficult challenges faced and how they were overcome. 


AFTER-ACTION REVIEW
Visual 7.22:  Conducting an After-Action Review (Continued)

What followup is needed?
Be specific about actions, timelines, and responsibilities.
What changes, additions, or deletions are recommended to SOPs, plans, or training?
What issues were not resolved to your satisfaction and need further review?

APPLIED ACTIVITY
Visual 7.23

[image: ]
Instructor Notes:  Present the following key points.

This unit provides alternative activities.  To prepare for this activity, refer to the activity file on your resource CD.  Note that you must continue with the scenario selected in the previous units.

	[bookmark: _GoBack]Instructor Note:  
Continue with the scenario selected in the previous units.

Prior to conducting this class, you must make copies of the student handouts.  Make one copy for each participant.





SUMMARY
Visual 7.24

[image: Visual: Summary (1 of 2) -
Are you now able to:
Describe the importance of demobilization planning?
Identify the impact of agency-specific policies, procedures, and agreements upon demobilization planning?
Identify the ICS titles of personnel who have responsibilities in developing and implementing the demobilization plan and list their duties?]
Instructor Notes:  Present the following key points.

Ask participants if they are able to:

Describe the importance of demobilization planning.
Identify the impact of agency-specific policies, procedures, and agreements upon demobilization planning.
Identify the ICS titles of personnel who have responsibilities in developing and implementing the Demobilization Plan and list their duties.


SUMMARY
Visual 7.25

[image: Visual: Summary (2 of 2) -
Are you now able to:
List the major sections in a demobilization plan?
Identify the need for transfer of command or closeout? 
Identify the process involved in a closeout meeting?]
Instructor Notes:  Present the following key points.

Ask participants if they are able to:

List the major sections in a Demobilization Plan.
Identify the need for transfer of command or closeout.
Identify the processes involved in a closeout meeting.



Your Notes:
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Demobilization Planning Benefits

—— Demobilization planning
= helps to:

= Ensure a safe,
controlled, efficient, and
cost-effective release
process.

= Eliminate waste.

= Eliminate potential fiscal
and legal impacts.
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Agency Policies and Procedures
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Demobilization Plan: Information Needs
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Activity: Reviewing the Demobilization Plan

Instructions: Working as a team:

1. Review the sample Demobilization Plan for the cruise ship
hazmat incident found in your Student Manuals.

2. Next, determine whether the five elements required fora
Demobilization Plan are adequately addressed in the sample.

3. Record your work on chart paper as follows:

Strengths Areas for Improvement

4. Selecta spokespersonand be prepared to presentyour work
in 10 minutes.
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General Information

e No incident resources will be demobilized until authorized.

e Logistics Section Chief will provide transportation to final destination, if required.

e Personnel being released from the incident will be required a minimum 4 hours
rest prior to demobilization. Any delineation from the required rest will be at the
discretion of the Incident Commander.

e Plans Section Chief will brief all unit leaders on the Demobilization Plan

Responsibilities

e Each section chief will identify excess resources on a daily basis by 1800 hours
each day.

Plans Section Chief will advise the IC of excess resources daily.

The incident Commander will approve the release of those resources.

The Logistics Section Chief will arrange transportation, if necessary.

Each unit leader is responsible for calling the Yorktown ICP upon arrival at final
destination (see directory).

e The Resource Unit Leader will provide a recorder to the Demob Unit

Release Priority

USCG helicopter and crew will be demobilized first, if possible
Any other USCG elements

Any East or Central based NPS crews

‘West Coast crews

Any other NPS resources

Release Procedures

e Plans Section Chief or Demob Unit will prepare manifests and notify personnel to
be released
e Plans Section Chief will provide ICS 221 (Demobilization Checkout) with copy of
transportation manifest and briefing on travel arrangements
e Inform unit leaders that they will go through the following:
o Logistics Section Chief to turn in expendable and non-expendable
equipment
o Time Recorder to ensure all time is turned in
o Sign affidavit to certify that no undocumented injuries have occurred
o Documentation Unit to turn in all logs (ICS-214), evaluations, and
completed ICS-221
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ICS Form 221, Demobilization Check-Out

ICS Form 221 ensures that resources checking out of the incident have
completed all appropriate incident business, and provides the Planning
Section information on resources released from the incident.

DEMOBILIZATION CHECK-OUT (ICS 221)

1. Incident Name: 2. Incident Number:
3. Planned Release Date/Time: | 4. Resource or Personnel Released: 5. Order Request Number:
Date: Time:

6. Resource or Personnel:
You and your resources are in the process of being released. Resources are not released until the checked boxes
below have been signed off by the appropriate overhead and the Demobilization Unit Leader (or Planning Section

representative)
LACISTICS SECTION
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Stabilizing or De-Escalating Incidents

" When an incident stabilizes
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= A transfer of command
should be considered.
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Review: Transfer of Command
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Transfer of Command Briefing Checklist

v’ Situation and Prognosis
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v Areas of Concern
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interest, etc.)
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Incident Command and Closeout
T~ The Incident Commander
',-? position will remain
i staffed until the absolute
conclusion of the incident
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Closeout Briefing

A closeout briefing includes the following
information:
= Incident summary
= Major events that may have lasting ramifications
= Documentation, including components that are
not finalized
= Opportunity for the agency officials to bring up
concerns
= Final evaluation of incident management by the
agency executive/officials
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Closeout

Think about the ongoing
scenario from the past units.
Given this scenario, what
agenda items would you include
in a closeout briefing?
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Team Closeout Meeting

= Incident Management Teams or other teams
may hold a closeout meeting to discuss

team performance.

= These meetings may result in a “lessons

learned” summary report.
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Conducting an After-Action Review

An after-action review answers the following
questions:

= What did we set out to do?

= What actually happened?

= Why did it happen?

= What are we going to do differently next time?

= Are there lessons learned that should be
shared?

What followup is needed?
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Applied Activity

Follow instructions . ..
= Presented by instructors.
= QOutlined on handouts.
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Summary (1 of 2)

Are you now able to:
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Summary (2 of 2)

Are you now able to:
= List the major sections in a Demobilization
Plan?
= |dentify the need for transfer of command or
closeout?
= |dentify the process involved in a closeout
meeting?
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