Incident Response Team
	Role in Disaster
	Name
	Title
	Responsibilities
	Contact 

Information

	Incident Commander
	1.
	
	See Appendix  B-2
	(See chart page 18)

	- Person who will lead.
	2.
	
	
	

	
	3.
	
	
	

	Finance Coordinator
	1.
	
	See Appendix B-3
	

	- Person who will secure resources.
	2.
	
	
	

	
	3
	
	
	

	Administration Coordinator
	1.
	
	See Appendix B-4
	

	 - Person who will plan for resources
	2.
	
	
	

	
	3
	
	
	

	Information Technology Coordinator
	1.
	
	See Appendix B-5
	

	
	2.
	
	
	

	
	3
	
	
	

	Human Resources Coordinator
	1.
	
	See Appendix B-6
	

	
	2.
	
	
	

	
	3
	
	
	

	Public Relations & Communications Coordinator
	1.
	
	See Appendix B-7
	

	
	2.
	
	
	

	
	3.
	
	
	

	Programs/Grants Coordinator
	1.
	
	See Appendix B-8
	

	
	2.
	
	
	

	
	3.
	
	
	


IMPORTANT: For the FIRST PERSON ON SCENE WHO IS IN CHARGE, no matter what role in disaster, see Appendix B-1 for checklist 
If a designated individual is unavailable, authority will pass to the next individual on the list.  “Unavailable” is defined as:

· The designated person is incapable of carrying out the assigned duties by reason of death, disability, or distance from/response time to the facility. 

· The designated person is unable to be contacted within an appropriate time period for the emergency. In a High Level disaster (see definitions on pages 8 and 9), this time period is defined as from one to five days. In a Medium Level crisis, this time period is defined as two to four weeks. In a Low Level emergency, this time period is defined as more than 31 days.

· The designated person has already been assigned to other emergency activities.

<INSERT EMPLOYEE NAME> is required to update this succession list as well as the contact information in the Personnel & Board Contact Information Chart (page 16) as changes occur.  

