Essential Elements from an Agency Administrator Briefing

The Incident Command System (ICS) uses the term “Agency Administrator” (AA) as a generic title for the Agency Executive or Official (or designee) who is responsible for that agency’s response to an emergency.  This title is used temporarily, regardless of that person’s normal position title.  Another term used for this position is “Agency Official”, but it is not a standard title.

An Agency Administrator’s Briefing is used when an incident exceeds the capability of the agency’s normal response organization and an IMT is being assigned.  Along with a Delegation of Authority, the AA briefing is used to convey critical information that the IMT needs to safely and efficiently assume Command of the incident and achieve the management goals and objectives of the Agency Administrator.

A large amount of information is provided during the briefing that must be sorted, analyzed, prioritized and shared among the IMT members.  Successful IMTs have developed effective methods of accomplishing this process.  Of course, good listening skills are required, but the IMT must also be able to work together to ensure that critical intelligence is shared.  Sometimes the AA allows time for questions, but not always.

The IMT should conduct a quick, internal Strategy Meeting immediately following the AA Briefing.  During this meeting the IMT shares the important issues that each member gathered during the AA Briefing or may have obtained from other sources up to that point in time.

Each IMT member must effectively glean the information required for that person’s functional area as well as issues that span more than one function.  Not everyone will “hear the same thing” even though they are listening to the same briefing.  The following are some examples of such information:

· Issues/concerns and/or tasks that affect your functional area.

· Issues/concerns and/or tasks that are discussed about your functional area but are important to another function.  You must make sure that the other team member is aware of the impact of your function.

· Issues/concerns and/or tasks that are discussed about another functional area and have a significant impact on your area.  You must insure that the other team member is aware of the impact on your function.

· Issues/concerns and/or tasks that may be important when developing Incident Objectives, Strategy, and Tactics.

· Constraints, legal issues, opportunities or probable areas that affect your function as well as other functions.

· Issues/concerns and/or tasks that are unclear and will need follow-up or clarification in order to effectively accomplish the task or deal with the issue.

Delegation of Authority

For






 Incident









 Is assigned as Incident Commander.  You have full authority and responsibility for managing this incident’s activities within the framework of laws and Agency policy.

Your primary responsibility is to organize and direct your assigned resources fore efficient and effective control of the incident.  You are accountable to the Agency Administrator or the representative designated below.

Specific directions for this incident covering management and environmental concerns are:

1. Protection of life and property is your highest priority task.

2. Give special consideration to responder safety.

3. You will integrate your IMT with the Agency’s IMT (if operational) to manage this incident.

4. Manage human resources assigned to the incident in a manner that promotes mutual respect and is consistent with the “Harassment-Free Workplace” policy.

5. Be cost effective.

6. Manage equipment and supplies to ensure losses are kept to an absolute minimum.

You should take over management of the incident on or before 


 hours,






.    






 will 



(Date)
represent me on any occasion that I am not immediately available.

Incident Commander





Agency Administrator

