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The Leeds, Grenville & Lanark District Health Unit would like to acknowledge that this 

plan was updated utilizing the previous Emergency Response Plan (May 2007). 

 

 

The Emergency Response Resource Binder (ERRB) is a supportive document to the 

Leeds, Grenville and Lanark District Health Unitôs Emergency Response Plan.  This 

resource is for internal use only as it contains private information and information which 

may change on a frequent basis.  The Emergency Response Resource Binders are 

located at the reception desk in each Leeds, Grenville and Lanark District Health Unit 

office.  The master copy will be kept and maintained by the Health Protection 

Department in Brockville.  All Departments will have a hard copy of the Emergency 

Response Resource Binder.   An electronic copy will also be available for the on call 

folder. 
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Preamble and Mandate 

 

The Ontario Public Health Standards (OPHS) are published by the Ministry of Health and Long Term 

Care under the Health Protection and Promotion Act (HPPA) to specify the mandatory health programs 

and services provided by boards of health.  

 

The legal basis for emergency management in the province of Ontario is in part provided for in the 

Emergency Management and Civil Protection Act (EMCPA).  The EMCPA requires ministries and 

municipalities to develop and implement an emergency management program consisting of emergency 

plans, training programs, exercises, and public education, as well as infrastructure to support 

emergency response.  The EMCPA identifies through Order-in-Council (OIC) the specific emergency 

management responsibilities for the ministries of the Crown.  The Ministry of Health and Long-Term 

Care, for example, has the OIC responsibilities for taking a lead role in emergencies relating to human 

health, disease and epidemics and health services during an emergency.  To achieve provincial and 

local-level readiness, boards of health must develop their own public health emergency preparedness 

program to provide response capabilities in an emergency which complements the municipal and 

provincial emergency preparedness programs. 

 

The board of health shall develop its emergency response plan, in consultation with community 

partners and governmental bodies, to address the identified hazards for which the board of health and 

medical officer of health will have a lead role in responding to, consistent with an Incident 

Management System and in accordance with the Public Health Emergency Preparedness Protocol, 

2008 (or as current). 

 

Aim    

 

The aim of the Leeds, Grenville & Lanark District Health Unit Emergency Response Plan is to provide 

the framework through which a timely and effective mobilization of health unit staff and resources can 

be achieved in order to protect the health and safety of the citizens.  It is a plan for the coordination of 

staff and services required in the event of a real or anticipated emergency that will: 

 

 Provide a prompt response to the emergency 

 Protect the health and safety of citizens  

 Define the role of public health 

 Assist in the management and control of the emergency 

 Prevent morbidity and mortality in citizens, as a result of the emergency 

 Prevent and control the spread of infectious disease(s) 

 Provide accurate information to officials, the media and concerned citizens 

 Provide appropriate public health personnel to deliver emergency public health services 

 Cooperate with other emergency response agencies. 

 Provide services to address post emergency issues resulting from the emergency situation. 

 Continue delivery, insofar as practicable, of essential public health services.  These services 

may include but are not limited to:  

  

ü Public health announcements 

ü Food safety 
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ü Water quality 

ü Vaccination clinics 

ü Control of disease outbreaks 

ü Health information 

 Assist in restoring the community and health unit to normal services 

 

The Leeds, Grenville and Lanark District Health Unit Emergency Plan is intended to  

be generic and used in conjunction with the procedures for the specific type of  

emergency that has occurred for example, the Influenza Pandemic Plan. 

* Refer to Appendices in the Emergency Response Resource Binder. 

 
Definition of Emergency 
 

A situation or an impending situation that constitutes a danger of major proportions that could     

result in serious harm to persons or substantial damage to property and that is caused by the    

forces of nature, a disease or other health risk, an accident or an act whether intentional or   

otherwise.  

 
Risk Assessment in the Leeds, Grenville & Lanark District Health Unit  
     

Based on Hazard Identification and Risk Assessment (HIRA), the probability of certain      

emergencies occurring in the Leeds, Grenville & Lanark area that would require 

Health Unit response is listed in the following priority.  Hazard specific plans will be     

incorporated into the  Emergency Response Resource Binder. 

    

1. Infectious Diseases 

2. Safe Water 

3. Food Borne Illnesses 

4. Extreme Weather 

5. Vector Borne Disease / Rabies 

6. Critical Infrastructure 

7. Hazardous Material (Transported) 

8. Hazardous Material (Fixed Site) 

9. Sabotage 

10. Civil Disorder 

 

Emergency Plan Response Strategy 

 

Declaration of Emergency: 

   

Authority for declaring an emergency in a municipality is given by the Emergency Management Act, 

RSO 1990, to the head of council for that municipality. 

 

The Health Unit will work closely with the municipalityôs head of council or emergency coordinator 

designated by its council to ensure a smooth and coordinated response. 

  

The Medical Officer of Health or a designated senior staff member is available 24/7 for emergency 

response.  To contact the Medical Officer of Health or designate call (613) 345-5685 anytime. 
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If the Medical Officer of Health is not available, the designate that recognizes the need to declare a 

public health emergency will contact a neighbouring health unit and consult with their Medical Officer 

of Health.  (Contact telephone number in ERRB). 

  

The Medical Officer of Health (or designate) will be responsible for activating and directing the Health 

Unitôs Emergency Response Plan. 

 

Activation of Health Unit Plan 

  
The Leeds, Grenville and Lanark District Health Unit Emergency Response Plan will be  activated by 

the Medical Officer of Health.  In the absence of a Medical Officer of Health, a member of senior 

management of the Health Unit may activate this Plan or portions of the Plan as deemed necessary. 

 

If the Medical Officer of Health is not available, the designate that activates the health unit plan will 

contact a neighbouring health unit and consult with their Medical Officer of Health. 

 

The decision to activate the Plan is normally made after discussion with the head of council or 

emergency coordinator for the affected municipality. 

  

The Medical Officer of Health may activate this Plan independent of the official declaration of an 

emergency. 

  

An Incident Action Plan will be developed specific to the emergency. 

 
Notification / Fan-out Procedure 

 

Internal Notification  

 

The Medical Officer of Health along with the Incident Management Group will initiate the fan-out 

system. 

*Refer to Emergency Fan-Out List.  See ERRB 

 

The fan-out procedure shall be tested two times per year and include the: 

 

 Method and sequence of advising each employee 

 Message to be relayed as decided by Incident Manager 

 Method of reporting results in reverse order of the original call 

 

Staff are required to:  

 

 Report to work unless otherwise advised 

 Follow procedure as directed 

 Be prepared to be assigned appropriately and as emergency progresses to be reassigned 
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Staff will be asked to report to one of: 

 

 Designated control room at specified office location 

 Their own desks at home base office; or 

 Other designated location 

 

External Notification 

 

The Medical Officer of Health along with the Health Unit Incident Management Group is    

responsible for notifying and maintaining communications with: 

 

1. Emergency Management Unit (Ministry of Health and Long Term Care) 

2. Neighbouring Medical Officers of Health as appropriate 

3. Agencies, services, institutions, municipal officials and other stakeholders as 

appropriate 

 

Deactivation of the Plan 

 

The Medical Officer of Health and Incident Management Group will declare the emergency           

over, notify Ministry of Health and Long Term Care, Emergency Management Unit and ensure that 

plans for recovery are in place. 

 

Incident Management System  
 

The Medical Officer of Health and Director(s) will assign the Public Health Incident Manager and 

assemble the health unit incident management group.  This group will implement the emergency 

plan appropriate for the type of emergency. 

 

The composition of the incident management group will be dependent on the type of emergency.  

(Refer to IMS Organization Chart)  Other members of management or staff including information 

technology, epidemiology and administration may be required.  These roles will be arranged under 

operations, planning and logistics according to the Incident Management System. 

 

The Incident Management Group will report to a designated Emergency Operations Centre as 

described in Appendix D - the Emergency Response Resource Binder (ERRB). 

 

Refer to ERRB for designated Emergency Operations Centre equipment list. 

  

     The Medical Officer of Health and / or Directors may assign an alternate meeting site in the   

     Municipality as required. 



 8 

 The Corporation of the Leeds, Grenville & Lanark District Health Unit  

Incident Management Systems Organization Chart 

 

 
Incident Manager 

Medical Officer of Health / CEO 

Public Information  
Director of Health Protection 

Communication Coordinator 
 

 

Health & Safety 
Manager of Health Protection 

Chair of Health & Safety Committee 

 

Documentation 
Administrative Assistant to Medical 

Officer of Health 

Liaison  
Director of Family Health 

Family Health Team Leader (North) 

Operations 
Director of Clinical Services 

Manager of Clinical Services / 

Manager of Health Protection 

 

 

Planning 
Director of Quality Improvement 

Director of Health Promotion 

 
 
 

Logistics and Finance 
Director of Corporate Services 

Purchaser /Corporate Services 

Risk Assessment 

 

Epidemiological 

Investigation / Data 

Collection  

Surveillance / Situational 

Assessment 

 

Costing: 

Track Expenses  

Payroll 

 

Public Health 

Measures 
 

Business Continuity 

Planning* 

 

Facilities & Security 

Implementation of 

Business Continuity 

Plan   

Planning for Human 

Resources and 

Development  

 

Supply Management / 

Procurement 

 

Claims / 

Compensation 

Mass Vaccination / 

Post Exposure 

Treatment / Antiviral 

medication 

Distribution  

Recovery / Debriefing 

Human Resource 

Monitoring and Support  

Information Technology 

and Telecommunications 

 

Case Management / 

Contact Tracing 
 

*Planning for Business Continuity would involve reviewing 

the ñPrioritization Plan for LGL Health Unit Operationsò  

to determine which services to maintain in an emergency. 

Hotline Operation        

(1-800) 

Incident Action Plan 
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INCIDENT MANAGEMENT SYSTEM ROLES  

 

Each of the following positions provides a key management function for the emergency response.  It 

should be remembered that only those sections required for the emergency response are activated.  

Sections can be activated and deactivated multiple times during an incident.  The person who makes 

this decision regarding opening or closing sections is the Incident Manager. 

 

Incident Manager: 

 

This person is in charge of the incident.  The Incident Manager has ultimate responsibility for 

development of an Incident Action Plan, allocation of resources and assuring that the necessary 

sections are activated (or deactivated).  The Incident Manager is provided with information and advice 

and counsel from the Incident Management Group for those sections that have been activated.  The 

Incident Manager oversees the development of the incident mission and key goals and from this comes 

the development of an Incident Action Plan.  The Incident Manager is responsible for ensuring that the 

Public Health Unit incident mission and goals are synchronous with those of the other responding 

agencies and jurisdictions.  The Incident Manager does not necessarily have to be the Medical Officer 

of Health (MOH).  The MOH may delegate this responsibility to another capable health unit employee, 

especially if he / she will be required to be away from the agency for long periods (e.g., the MOH may 

be called to provincial advisor group).  If this is the case and the MOH designates someone else to 

serve as the Incident Manager, the MOH would surely be kept informed of all major activities.  

However, it is essential that whoever is designated as the Incident Manager be given the authority to 

make decisions and execute the plan. 

 

Documentation Manager:  

 

During emergencies the Incident Manager will assign a Documentation Manager.  The purpose of this 

role is to maintain a record of all activity that occurs in the Health Unit Emergency Operations Center 

as the Incident Management Group meet to report information or make decisions.  Responsibilities 

may include the following duties: assuring arrangements are made for recording and maintaining 

minutes for the Incident Management Group meetings, filing of correspondence, logging telephone 

calls, and updating the situation status. 

 

Public Information Manager : 

 

This individual is responsible for ensuring that appropriate information is provided to the public and 

media.  The Public Information Manager ensures that the required information is provided to Health 

Unit staff, so that the message of the agency is consistent, and in synchrony with other agencies.  This 

information must be accurate, timely, and consistent with that of other agencies.  The Public 

Information Manager frequently serves as the official spokesperson for the Health Unit, or may brief or 

assist the Medical Officer of Health or Incident Manager with preparing for a press conference or other 

major information session.  During an emergency, all information that is provided to the public is done 

through the Public Information Manager. 

 

Liaison Manager:   

 

This position interfaces with and coordinates all activities with external agencies.  The Liaison 

Manager ensures that external agencies that are working with the Health Unit are provided with the 
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resources that are required, as well as ensures that agency policies, procedures and unique operational 

needs are respected.  The Liaison Manager may need to triage information when collaborating agencies 

make inquiries. These agencies will be connected to the appropriate individuals within the Health Unit.  

The Liaison Manager needs to be knowledgeable enough to know what needs to be referred to the 

Incident Manager and what can be referred directly to another Manager.  The Liaison Manager will 

also be responsible for updating health unit staff. 

 

Health and Safety Manager:  

 

This important role is responsible for ensuring the health and safety of all public health responders 

(both paid and volunteer).  The Health and Safety Manager ensures scene safety, availability and 

appropriate use of personal protective equipment and basic human needs of the staff (including rest, 

nutrition and hydration as well as ensuring the availability of resources to address the physiological 

and psychological needs of the health unit staff).   The person appointed to serve as the Health and 

Safety Officer for a specific emergency or event should have a high level of knowledge about the 

hazards of the event (or know where to rapidly obtain appropriate consultation).  For instance, in the 

event of a biological incident, the Health and Safety Manager should have expertise in infectious 

diseases, while for a chemical event; the Health and Safety Manager should have expertise in 

hazardous material incidents.  In some public health agencies, one individual may possess expertise 

across several areas, while in others different individuals will serve as the Health and Safety Manager 

depending upon the nature of the event. 

 

Operations Manager:  

 

The Operations Manager carries out the specific tasks and objectives that the Health Unit needs to do, 

in order to accomplish the goals of the incident.  In this section, the Incident Action Plan is actually 

executed.  Examples of Operation activities include risk assessment, epidemiological investigation and 

data collection, delivery of risk communication messages to the public, distribution of vaccines, and 

case investigation, to name a few.  In general, it can be said that the Logistics and Finance Managers 

support the Operations Manager and the Planning Manager supports the Incident Management Group.  

The Health Unitôs day-to-day operations will need to continue.  The Health Unit will need to determine 

which of its day-to-day services are essential and which can be either reduced or temporarily 

suspended according to the Business Continuity Plan.  It is important that someone not directly 

involved in managing emergency response operations be made responsible for these ongoing essential 

services.  This person will be assigned to a separate unit that will operate within the Operations 

Section. 

 

Planning Manager:  

 

The purpose of this role is to organize data, make projections and forecasts about the event and report 

the information to the Incident Manager.  Where required, this section may engage in intelligence 

activities ï which for public health may be gathering, analyzing and sharing incident information 

(some of which may be sensitive) with other agencies.  Examples of intelligence activities may include 

analysis and projections regarding epidemiological data about a bioterrorist event, risk assessments 

based upon information reported by law enforcement, or determination of toxic contamination levels in 

an environmental incident. 

 

The Planning Manager assists the Incident Manager with establishment of an Incident Action Plan 

(IAP), and the information from Planning enables the Incident Manager to make decisions about 
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ramping up or contracting services.  For example:  during an influenza vaccination clinic, the Planning 

Manager may monitor the number of citizens vaccinated each day and compare this to the targeted 

daily number of vaccinations.  If the number exceeded the daily goal, this would be reported to the 

Incident Manager, and the plan may be revised to operate the clinic for fewer days, or conversely, if 

the number of vaccinations was less than the goal, the number of public health vaccinators may be 

increased, the marketing or outreach strategy may be revised or the vaccination site relocated to 

increase accessibility.  Therefore, the information and projections made by the Planning Manager are 

essential for development of the Incident Action Plan, monitoring the status of the event and making 

adjustments where needed.  The planning manager will initiate business continuity planning for the 

health unit operations to determine which services to maintain in an emergency.  A Plan for 

redeployment of staff to other functions in response to requests by matching skills and qualifications 

will be initiated.  The Planning Manager also ensures plans are in place for ñjust in timeò training.  As 

well recovery/debriefing sessions will be facilitated by the Planning Manager. 

 

Logistics Manager:  

 

The Logistics Manager provides the support to the functions that have been activated in the Health 

Unit so that the work can be accomplished.  For public health, logistics is usually responsible for 

acquiring space, security, supplies and equipment.  For instance, logistics may arrange for rental of 

space for a vaccination clinic, the delivery of supplies of vaccines and syringes to the vaccination 

clinic, or bottled water for the responders.  Providing nutrition, lodging and family support may be 

required depending on the emergency.  As well the logistics manager is responsible for tracking the 

time and work performed by staff and interpretation of human resource policies.  The logistics 

manager ensures the maintenance and support of telecommunication equipment.  Logistics acquires 

and sets up the things that are needed for Operations to get the job done.   

 

Finance Manager:  

 

The Finance Manager has several key responsibilities.  These include ensuring that a contractual and 

financial process is in place for emergency procurement of supplies and tracking of resources that are 

expended during the response (so that costs can be recovered by the agency during the recovery phase 

of the event).  The finance manager is responsible for payroll and any claims or compensation required 

due to the emergency.  Diligent work done by the Finance Section during an emergency can serve to 

prevent a financial or human resource disaster after the event. 

 

Incident Management System Job Action Sheets: 

 

 Incident Manager 

 Documentation Manager 

 Public Information Manager 

 Liaison Manager 

 Health and Safety Manager 

 Operations Manager 

 Planning Manager 

 Logistics Manager 

 Finance Manager 
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Incident Management System (IMS) 

Emergency Response 

Job Action Sheet 

 
INCIDENT MANAGER  

 
Reports to:   Chief Medical Officer of Health for the Province of Ontario or Medical Officer of 

Health for the Health Unit if Incident Manager is a designate. 

Mission:   Organize and direct Emergency Operations Center.  Give overall direction for 

emergency response and operation. 

 

Immediate: 

 

V    Review Job Action Sheet. 

V    Obtain a full briefing of the incident. 

V    Appoint Incident Management Group that are required for the emergency response and  

V    establish assistants; distribute the packets which contain:  Job Action Sheet for each 

    position and any forms pertinent to section and positions. 

V    Assign someone as Documentation Manager. 

V    Appoint person to be responsible for maintaining essential services as per Business 

   Continuity Plan. 

V    Activate the agency Emergency Operations Center. 

V    Confer with Incident Management Group to develop an Incident Action Plan for a defined 

   period of time, establishing priorities. 

V    Confer with Incident Management Group to identify and consider necessary public health 

   services for the emergency. 

V    Assign communication responsibilities to Public Information Manager for public and     

   media. 

V    Ensure that Liaison Manager has established contact and facilitates information sharing    

   with relevant external agencies.  

 

Intermediate: 

 

V    Authorize resources as needed or requested by Incident Management Group, through the 

   Finance Manager. 

V    Designate routine briefings schedule with Incident Management Group to receive status 

    reports and update the action plan regarding the continuing and / or termination of the    

    action plan. 

V    Maintain contact with relevant agencies. 

V    Approve media releases submitted by the Public Information Manager. 

 

Extended: 
 

V    Observe all staff for signs of stress. 

V    Provide rest periods for staff. 

V    Prepare update to Chief Medical Officer of Health for the province of Ontario. 

V    Plan for the possibility of extended deployment. 
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Incident Management System (IMS) 

Emergency Response 

Job Action Sheet 

 
DOCUMENTATION MANAGER  

 

Reports to:   Incident Manager 

Mission:   Responsible for the maintenance of accurate up-to-date documentation related to the 

incident.  Incident files will be stored for legal, analytical and historical purposes. 

 

Immediate: 

 

V    Receive appointment from Incident Manager.  Obtain Job Action Sheet. 

V    Review Job Action Sheet and organizational chart. 

V    Review Incident Action Plan. 

V    Establish a work area within the Emergency Operations Center. 

V    Arrange for equipment (e.g., LCD projector, laptop) through Logistics Manager. 

V    Arrange for support staff if required. 

 

Intermediate: 
 

V    Review entries / records for accuracy and completeness. 

V    Provide for ongoing incident documentation. 

V    Track deadlines for Incident Action Plan. 

 

Extended: 
 

V    Stores files for post-incident use. 

V    Prepare end of shift report and present to oncoming Documentation Manager. 

V    Plan for the possibility of extended deployment. 
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Incident Management System (IMS) 

Emergency Response 

Job Action Sheet 

 
PUBLIC INFORMATION MANAGER  

 

Reports to:   Incident Manager 

Mission:   The department spokesperson and person responsible for releasing information    

regarding the incident to the media and to the public.  Only one Public Information 

Manager is appointed per incident although assistants may be appointed as necessary. 

 

Immediate: 

 

V    Receive appointment from Incident Manager.  Obtain Job Action Sheet. 

V    Review Job Action Sheet and review organizational chart. 

V    Identify restrictions in content of news release from Incident Manager. 

V    Establish a public information area that will not interfere with emergency response     

   activities. 

V    Obtain a full briefing from the Incident Manager regarding the incident and participate in 

        planning meetings to formulate and evaluate the Incident Action Plan. 

 

Intermediate: 
 

V   Ensure that all news releases have the approval of the Liaison Officer or the Medical     

  Officer of Health. 

V   Issue an initial incident information report to the news media as directed by the Incident 

  Manager. 

V   Inform on-site media of areas, that are accessible and areas that are restricted.  

V   Coordinate with the Health and Safety Manager. 

V   Contact other on-scene agencies to coordinate release of information with their respective  

  Public Information Managers.  Inform Liaison Manager of action. 

V  Arrange for interviews, teleconferences, video conferences, satellite broadcasts, website 

V   revisions, broadcast faxes, etc., upon approval by the Incident Manager or Medical Officer    

  of  Health. 

V  Monitor incident in order to modify or change public alerts or risk communications as    

  needed. 

V  Approve initial and updated scripts for interviews, hotlines and websites. 

V  Direct ongoing evaluation of message content. 

 

Extended: 
 

V    Review progress reports from the Incident Management Group. 

V    Notify the media about incident status as directed. 

V    Observe all staff for signs of stress.  Report issues to the Health and Safety Manager.  

V    Provide rest periods and relief for staff. 

V    Prepare end of shift report and present to the oncoming Public Information Manager. 

V    Plan for the possibility of extended deployment. 
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Incident Management System (IMS) 

Emergency Response 

Job Action Sheet 

 
LIAISON MANAGER  

 

Reports to:   Incident Manager 

Mission:   Function as incident contact person for other agencies and health unit staff.   

 

Immediate: 

 

V    Receive appointment from the Incident Manager.  Obtain Job Action Sheet. 

V    Review Job Action Sheet and organizational chart. 

V    Obtain briefing from the Incident Manager and participate in planning meetings to formulate  

   and evaluate the Incident Action Plan. 

V    Establish contact with liaison counterparts of each assisting and cooperating agency. 

V    Keep agencies, organizations and health unit staff updated on changes in response to the    

   incident. 

 

Intermediate: 
 

V    Respond to requests and complaints from incident personnel regarding inter-agency issues. 

V    Relay any special information obtained to the appropriate personnel in the receiving facility  

   (e.g., information regarding toxic decontamination or any special emergency conditions). 

V    Keep agencies and health unit staff aware of the incident status. 

V    Monitor the incident to identify current or potential inter-organizational problems. 

 

Extended: 
 

V    Maintain a list of all assisting agencies including their resource availability. 

V    Observe all staff for signs of stress.  Report issues to the Health and Safety Manager. 

V    Provide rest periods and relief for staff. 

V    Prepare end of shift report and present to oncoming Liaison Manager. 

V    Plan for the possibility of extended deployment. 

V     
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Incident Management System (IMS) 

Emergency Response 

Job Action Sheet 

 
HEALTH AND SAFETY MANAGER  

 

 

Reports to:   Incident Manager 

Mission:   Develop and recommend measures for ensuring the health and safety  

 (including psychological and physical), of health unit staff.  Assess and/or anticipate 

 hazardous and unsafe situations. 

 

Immediate: 

 

V    Receive appointment from the Incident Manager.  Obtain Job Action Sheet. 

V    Review Job Action Sheet and organizational chart. 

V    Obtain briefing from the Incident Manager. 

V    Establish Health and Safety Command Post within the Emergency Operations Centre. 

V    Review the Incident Action Plan for health and safety implications. 

 

Intermediate: 

 

V    Exercise emergency authority to stop and prevent unsafe acts. 

V    Keep all staff alert to the need to identify and report all hazards and unsafe conditions. 

V    Ensure the availability and appropriate use of personal protective equipment. 

V    Ensure that all accidents involving personnel are investigated and that actions and 

   observations are documented. 

V    Arrange with the Logistics Manager to secure all areas as needed to limit unauthorized access    

   and arrange for the availability of resources to address physiological and psychological needs                   

   of health unit staff. 

V    Advise the Incident Manager immediately of any unsafe, hazardous situation. 

V    Establish routine briefings with the Incident Management Group. 

 

Extended: 
 

V    Observe all staff for signs of stress.  Report issues to the Incident Manager. 

V    Provide rest periods and relief for staff. 

V    Prepare end of shift report and present to oncoming the Health and Safety Manager. 
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Incident Management System (IMS) 

Emergency Response 

Job Action Sheet 

 
OPERATIONS MANAGER  

 

Reports to:   Incident Manager  

Mission:   Activates and coordinates specific tasks and objectives that may be required to achieve 

the goals of the Incident Action Plan. 

 

Immediate: 

 

V    Receive appointment from the Incident Manager.  Obtain Job Action Sheet. 

V    Review Job Action Sheet and organizational chart. 

V    Obtain briefing from the Incident Manager. 

V    Review Incident Action Plan. 

V    Identify and report to the Incident Management Group any tactical resources needed for the         

   Incident Action Plan. 

 

Intermediate: 

 

V    Brief the Incident Manager routinely on the status of the Operations Section. 

V    Coordinate and monitor Operations Section.  Identify available resources to achieve the  

           mission and request additional resources as needed. 

 
Extended: 
 

V    Maintain documentation of all actions and decisions on a continual basis and report to the  

    Incident Manager. 

V    Observe all staff for signs of stress.  Report issues to the Health and Safety Manager. 

V    Provide rest periods and relief for staff. 

V    Prepare end of shift report and present to the oncoming Operations Manager. 

V    Plan for possibility of extended deployment. 
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Incident Management System (IMS) 

Emergency Response 

Job Action Sheet 

 
PLANNING MANAGER  

 

Reports to:   Incident Manager 

Mission:   Identify and establish data elements and data sources, implement data collection and 

analysis procedures so that trends and forecasts can be identified related to the incident.  

Organize and direct all aspects of Planning.  Ensure the distribution of critical 

information.  Compile scenario/resource projections from the Incident Management 

Group and perform long range planning.  Document and distribute the Incident Action 

Plan and evaluate progress. 

 

Immediate: 

 

V    Receive appointment from the Incident Manager.  Obtain Job Action Sheets. 

V    Review Job Action Sheet and organizational chart.  

V    Obtain briefing from the Incident Manager. 

V    Review the Incident Action Plan. 

V    Determine data elements required by the Incident Action Plan. 

V    Identify and establish access to data sources as needed. 

V    Communicate all technical support and supply needs to the Logistics Manager. 

V    Identify sites for data collection. 

V    Ensure standardization of data collection. 

V    Collect and analyze data regarding status and response of the incident and    

    provide reports to the Incident Manager. 

 

Intermediate: 

 

V    Assemble information in support of the Incident Action Plan and / or projections relative    

    to the incident. 

 

Extended: 
 

V    Continue to receive projected activity reports from the Incident Management Group at 

    appropriate intervals. 

V    Maintain documentation of all actions and decisions on a continual basis and forward to the     

   Incident Manager. 

V    Observe staff for signs of stress.  Report issues to Health and Safety Officer.   

V    Provide rest periods and relief for staff. 

V    Prepare end of shift report and present to the oncoming Planning Manager. 

V    Plan for the possibility of extended deployment. 

 

 

 

 
 



 19 

 

Incident Management System (IMS) 

Emergency Response 

Job Action Sheet 

 
LOGISTICS MANAGER  

 

Reports to:   Incident Manager 

Mission:   Organize, direct and coordinate the acquisition of space, security, supplies and 

equipment including IT and telecommunication equipment.  Provide nutrition, lodging 

and family support for staff as needed.  

 

Immediate: 

 

V    Receive appointment from the Incident Manager.  Obtain Job Action Sheet. 

V    Review Job Action Sheet and organizational chart. 

V    Obtain briefing from the Incident Manager. 

V    Review the Incident Action Plan. 

V    Advise the Incident Management Group on current logistical service and support status. 

 

Intermediate: 

 

V    Secure areas as needed to limit unauthorized personnel access. 

V    Obtain information and updates regularly from the Incident Management Group. 

V    Confer with the Public Information Manager to establish designated areas for media  

   personnel. 

V    Obtain supplies as requested by the Planning and Operation Managers via the Incident     

   Management Group. 

 
Extended: 
 

V    Maintain documentation of all actions and decisions on a continual basis.  Forward  

   completed report to the Incident Manager. 

V    Observe all staff for signs of stress.  Report issues to Health and Safety Manager.   

V    Provide rest periods and relief for staff. 

V    Prepare end of shift report and present to the oncoming Logistics Manager. 

V    Plan for the possibility of extended deployment. 
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Incident Management System (IMS) 

Emergency Response 

Job Action Sheet 
 

FINANCE MANAGER  

 

Reports to:   Incident Manager 

Mission:   Monitor all aspects of the administrative/financial processes.  Authorize expenditures  

 to carry out the Incident Action Plan and ensure appropriate documentation.  

 

Immediate: 

 

V    Receive appointment from the Incident Manager.  Obtain Job Action Sheet. 

V    Review Job Action Sheet and organizational chart. 

V    Obtain briefing from the Incident Manager. 

V    Review Incident Action Plan. 

 

Intermediate: 

 

V Provide a ñcost-to-dateò incident financial status report to the Incident Manager and summarize 

financial data as often as required by the nature of the incident.  

V Obtain briefing updates from the Incident Management Group as appropriate. 

 

Extended: 
 

V    Create end of shift report for the Incident Manager and the oncoming Finance Manager.  

V    Observe all staff for signs of stress.  Report issues to Health and Safety Manager 

V    Provide rest periods and relief for staff.   

V    Coordinate injury or incident reporting procedures and protocol with the Health and Safety  

   Manager. 

V    Plan for the possibility of extended deployment.  
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 Responsibilities of Health Unit Incident Management Group 

 

The Incident Management Group will be responsible for: 

 

 The implementation of the emergency measures as directed by the plan 

 Organizing health unit staff into operations, planning or logistics/finance 

 The collection and dissemination of information to and from the Health Unit 

 Maintaining communication with the Medical Officer of Health if he/she is off site. 

 

The ultimate authority and responsibility for activating the Health Unit Incident Management 

Group lies with the Medical Officer of Health or his/her designate.   

 

If the Medical Officer of Health is not available, the designate who recognizes the need for 

medical advice will contact a neighbouring health unit and consult with their Medical Officer of 

Health. 

 
The Medical Officer of Health and Incident Management Group will deactivate the emergency 

response plan when the emergency is over and notify Ministry of Health officials and ensure that 

recovery plans are in place. 

 

      Communications 
 

All communications to the media and others shall be made through the Public Information 

Manager of the Health Unit.   

 

No communications from Health Unit staff to the media shall be made by anyone, at anytime, 

under any circumstances unless authorized by the Public Information Manager. 

 

Timely, accurate information should be provided to staff and the public through the Public 

Information Section. 

 

A media/pressroom will be identified for press conference where reporters can be directed. 
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Emergency Response Plan Strategy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Incident 

First Responders Assessment 

Notify Health Unit 

Declare Emergency and Initiate 

Health Unit Emergency Plan 

Assemble Health Unit Incident 

Management Group 

Deactivation of Emergency Plan 

Termination of Emergency 

Implementation of Emergency Plan  

Develop Incident Action Plan 

Recovery 



 

Organizational Chart 

 



 

Leeds, Grenville & Lanark District Health Unit  

Emergency Response Plan 
 

 

 

 

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Medical Officer of Health / CEO  

Incident Manager 

Incident 

Health Unit Receives Notification 

First Responder Assessment 

Receptionist  

all offices 

On-call system  

613-345-5685 ask for Person-on-call 
  

-call 

8:30 am ï 4:30 pm 

regular, weekdays 

After Hours 

weekends, holidays 

Person-on-call for Assessment Transfer to Appropriate Department for 

Assessment 

Declare and Initiate IMS 

NO YES 

 

Respond According to Department 

Policies and Procedures 
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  Leeds, Grenville & Lanark Distr ict Health Unit Jurisdiction  

 
 

 

 

 

 

 

 

 


