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SUBJECT: Vacant positions on an Incident Management Team (IMT).

OBJECTIVE:  Outline how vacant IMT positions are filled and how team members find
coverage.

I SCOPE

This SOG provides guidance whenever there is a vacancy on an IMT or a team
member needs to find coverage during their on-call week.

1L DEFINITIONS

Vacant position: standing position on an IMT which has no individual assigned.

Leave: when an individual is assigned to a standing position on an IMT, but is
unavailable to mobilize due to vacation, illness, etc.

III. FILLING TEAM POSITIONS

When a team position is vacant the team Incident Commander (IC) or their
designated representative may request the position be filled during a mobilization,
This request may occur during the Incident Activation Conference Call as a
resource request to be filled by the Agency Operations Center (AOC) staff. The
AQOC staff will use the IMT roster to fill the resource request following the steps
below:

1. First, use the IMT roster to locate an alternate on the team for the position.
Call all numbers associated with the identified alternate to fill the position
before moving on. If the position cannot be filled by an alternate on the
team, continue to step 2.

2. Determine which individuals on the last-up team can fill the position,
utilizing primaries before alternates. Call all numbers associated with
cach individual identified. If the position cannot be filled by this method,
continue to step 3.

3. Determine which individuals on the next-up team can fill the position,
utilizing alternates before primaries. Call all numbers associated with each
identified individual until someone is able to mobilize.
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1Vv.

FILLING POSITIONS FOR INDIVIDUALS ON LEAVE

If a team member needs coverage it is their responsibility to locate a replacement
for their position on the team. The team member is to notify their IC with the
dates they are unavailable and the name of the person they have located to provide
coverage. Team members who are unavailable will fill their position following
the steps below:

1,

First, use the IMT roster to locate an alternate on your team for your
position. Contact the identified alternate and verify they can cover. If your
position cannot be covered by an alternate on your team, continue to step
2,

Determine which individuals on the last-up team can fill the position,
utilizing primaries before alternates. Contact the identified individual and
verify they can cover. If the position cannot be filled by a primaty or
alternate on the last up team, continue to step 3.

Determine which individuals on the next-up team can fill the position,
utilizing alternates before primaries. Contact the identified individual and
verify they can cover.

If you are unable to find coverage, notify your IC and explain the
situation.

After you’ve found coverage, notify your IC and Section Chief. Your IC or
Planning Section Chief will notify the Office of State Fire Marshal of their team’s
staffing and replacements prior to the team’s on-call status.
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