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Incident Action Plan (IAP) Development Standard Operating Procedure (SOP)
Creating an Incident Action Plan helps have a more effective and coordinated incident response.  This instruction sheet is designed to help you develop an Incident Action Plan (IAP) for each Operational Period.  
The IAP is a document which includes a number of Hospital Incident Command System (HICS) forms including at least:

· IAP Cover Sheet (NEVHC, Completed by PSC)
· HICS Form 201 Incident Briefing (Initial completed by IC, later by PSC)
· HICS Form 202 Incident Objectives (Completed by PSC)
· HICS Form 203 Organization Assignment List or ICS Organizational Chart (Completed by PSC)
· HICS Form 204 Branch Assignment List(s) (recommended, completed by Section Chiefs)
· HICS Form 261 Incident Action Plan Safety Analysis (Completed by Safety Officer or IC)
It is possible that additional forms would be included in the IAP.  See attached example IAP.
In a simple response and at the beginning of a response, the IAP might be verbal, not written.  The steps in the IAP development process should still be used to coordinate incident response.

Steps in the Incident Action Plan development process are:

1. Assess the situation

2. Set the Operational Period

3. Determine safety priorities and establish Control Objectives

4. Determine Operational Period Objectives

5. Determine strategies and tactics

6. Determine needed resources

7. Issue assignments

8. Implement actions: direct, monitor, and evaluate response efforts

9. Reassess and adjust plans

Steps 3 through 7 are typically done as a group during an ICS meeting.  Step 2 might be done before or during an ICS meeting.  

Instructions for all steps are below.  The responsible person is underlined.  Forms are in italics.
1. Assess the situation (Immediately and as each Operational Period is ending)
· Incident Commander and others, as directed by the Incident Commander, assess the situation.  

1. This assessment should include: size, scope, effect, or potential effect of the incident.  Think about safety hazards, status of facilities, capacity for operations, security, patients, staff.  

· Incident Commander completes HICS Form 201 Incident Briefing, including:

1. Event History and Current Actions Summary

2. Current Organization

3. Any Notes, including accomplishments, issues, warnings/directives

· Incident Commander calls an ICS meeting to bring any activated Command Staff and Section Chiefs together, to share HICS Form 201 Incident Briefing, and to conduct Incident Action Planning.
2. Set the Operational Period (Before or during the ICS meeting)
· Incident Commander determines the Operational Period, which is the amount of time for which the group is planning.  Operational Periods typically range 2 to 24 hours.

3. Determine safety priorities and establish Control Objectives (In the ICS meeting)
· Incident Commander determines the Control Objectives for the incident and shares them with those in the ICS meeting.
1. The Control Objectives are overarching and usually do not change during the event.

· Safety Officer announces safety hazards and safety actions to be taken to protect against the hazards.  Safety Officer completes HICS Form 261 Incident Action Plan Safety Analysis to document this information and gives a copy to the Planning Section Chief.
· Planning Section Chief begins HICS Form 202 Incident Objectives, which includes documenting the Control Objectives from the Incident Commander and a general safety message from the Safety Officer.

4. Determine Operational Period Objectives  
· Incident Commander and Section Chiefs discuss what needs to be done during this Operational Period to meet the Control Objectives; these items are the Operational Period Objectives.

· Planning Section Chief records each Operational Period Objective in HICS Form 202, under the relevant Control Objective.
5. Determine strategies and tactics
· Section Chiefs briefly discuss how they will accomplish the Operational Period Objectives.  
1. Strategies are the general plan or direction selected to accomplish Operational Period Objectives for individual Sections.

2. Tactics are the short-term specific actions taken to complete or satisfy the Operational Period Objectives.

3. Section Chiefs continue to refine strategies and tactics as they act.  Section Chiefs are to consult the Incident Commander if they are making a significant change in strategies and tactics.
6. Determine needed resources

· Section Chiefs briefly discuss what resources they will need to accomplish the Operational Period Objectives.  
1. Consider supplies, equipment, facilities, and staff.  Coordinate use of all these resources to ensure resources are only used once.  If assignments will be completed during the Operational Period (e.g. search and rescue) resources can be sent to another assignment.
2. Section Chiefs continue to refine resource needs as they act.  Section Chiefs are to consult the Incident Commander if they need significantly more resources than expected.

· Planning Section Chief documents activated personnel using a site ICS Organizational Chart (recommended) or HICS Form 203 Organization Assignment List.
· Logistics Section Chief documents resource requests made.  After the meeting the Logistics Section Chief works with Operations Section Chief and Finance/Administration Section Chief to coordinate obtaining resources and appropriate financial tracking.  
· Logistics Section Chief, if applicable, discusses communication equipment to be used and may present HICS Form 205 Incident Communications Plan.

· Logistics Section Chief, if applicable, discusses resources for external medical care, including care for staff, and may present HICS Form 206 Medical Plan.
7. Issue assignments

· Incident Commander ensures all Operational Period Objectives have been assigned to someone for action.
· Planning Section Chief records assignments in HICS Form 202, next to each Operational Period Objective.
· Each Section Chief completes a copy of HICS Form 204 Branch Assignment List and gives a copy to the Planning Section Chief. 
1. Under “Key Objectives” the Section Chief lists each Operational Period Objective assigned to their Section.  Section Chief can add information about Section strategies and tactics or other details under each Operational Period Objective.
2. Section Chief may use an ICS Organizational Chart to show activated ICS positions. 

3. If the Section Chief does not complete a written copy of HICS Form 204, Section Chief still needs to think through strategies and tactics for each assigned Operational Period Objective.  Section Chief needs to be able to report on progress to the Planning Section Chief.

8. Implement actions: direct, monitor, and evaluate response efforts

· Planning Section Chief completes the IAP Cover Sheet and compiles the forms in the Incident Action Plan.

· Incident Commander approves the Incident Action Plan for each Operational Period.

· Planning Section Chief distributes the Incident Action Plan to the Incident Commander, Command Staff, Section Chiefs, and Area Command Planning Section Chief.

· The Incident Action Plan may be shared with outside response partners through the Liaison Officer.

· Incident Commander, Command Staff, and Section Chiefs execute the Incident Action Plan, including evaluating the need for changes.
9. Reassess and adjust plans

· Section Chiefs make corrective actions as needed through consultation with the Incident Commander and other Section Chiefs.  
· As the first (or current) Operational Period is concluding, the Incident Action Plan process begins again.

1. Planning Section Chief updates HICS Form 201 for the next Operational Period.  This should be similar to step 1.  The Planning Section may need reports from Sections to properly update the Form.
2. Repeat steps 2 through 9 to review the Control Objectives and address continuing activities and Objectives for the next Operational Period.
