. F -,' Fi | Y
r # II" -
g . BN 3
F ; % f
/r i -
o bl
- 1
i - e
"ot
SRt e
/ “‘H_. -n.' =
" &=

CERT Unat 2:
CERT Organization

Participant Manual

o _4__
i | & -
- » :"
o 4
- - i, 7 "",.-.--:
i
' ]
y

COMMUNITY EMERGENCY
RESPONSE TEAM







CERT Unit 2: CERT Organization

In this unit you will learn about:

1 CERT Organization: How to organize and deploy CERT resources according to
CERT organizational principles.

[1 CERT Size-up: How to conduct the continual data-gathering and evaluation
process at the scene of a disaster or emergency.

1 Rescuer Safety: How to protect your own safety and your buddy’s during search
and rescue.

1 Documentation: Strategies for documenting situation and resource status.
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SECTION 1: UNIT 2: OVERVIEW
Setting the Stage

This Unit will cover the Incident Command Structure (ICS) in depth and how it
applies to CERT programs. It is recommended, although not required, that course
participants have completed the 1S-100 (Introduction to Incident Command System)
and IS-700 (Introduction to National Incident Management System [NIMS]) courses
prior to the start of this Unit.

Unit Objectives
At the end of this unit, you should be able to:

Describe the CERT organizational structure;

Explain the ICS and how CERT operates within this structure;
Describe the 9-step On-Scene size-up process; and

Describe how to use CERT standard documents.

rObM=
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SECTION 2: CERT ORGANIZATION

Principles of On-scene Management

CERT organization is based on the Incident Command System (ICS), which is a proven
management system used by emergency responders. On-Scene management in a
disaster situation follows these principles:

e Maintain the safety of disaster workers. The CERT Team Leader (TL) must
continually prioritize response activities based on the team’s capability and
training. TLs also maintain the principle that rescuer safety is the number one
concern. CERT functional leadership assigns activities and accounts for team
volunteers. CERT volunteers work in the buddy system and respond based on
their size-up of the situations that they encounter.

e Provide clear leadership and organizational structure by developing a chain of
command and roles that are known by all team volunteers. Each CERT member
has only one person that he or she takes direction from and responds to.

e Improve the effectiveness of rescue efforts. Disaster information is collected, and
responses are prioritized based on rescuer safety and doing the greatest good
for the greatest number according to the team’s capabilities and training.

CERT Application of On-Scene Management
The specific CERT organizational structure and protocols provide:

¢ A well-defined management structure (e.g., leadership, functional areas,
reporting chain, working in teams);

¢ A manageable span of control that provides for a desirable rescuer-to-supervisor
ratio, optimum 5-to-1 with an acceptable spread of 2-to-7;

e Common terminology that contributes to effective communication and shared
understanding;

e Effective communication among team volunteers and with professional
responders, including the use of radios;

e Consolidated action plans that coordinate strategic goals, tactical objectives, and
support activities;

e Comprehensive resource management that facilitates application of available
resources to the incident in a timely manner; and

e Accountability.

Objectives for CERT On-Scene Management

In a disaster situation, the CERT TL:

|dentifies the scope of the incident (e.g., What is the problem?);

Determines an overall strategy (e.g., What can we do, and how will we do it?);
Deploys teams and resources (e.g., Who is going to do what?); and
Documents actions and results.
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The Need for Flexibility

Disasters create a dynamic, ever-changing environment. The CERT organizational
framework is flexible so that it can expand or contract depending on the ongoing
assessment priorities determined by the CERT Team Leader, people, and resources
available. This expansion and contraction help ensure:

Rescuer safety;

Doing the greatest good for the greatest number;
A manageable span of control; and
Accountability of CERT volunteers.

Incident Command System

The ICS is the system used by emergency response agencies to manage emergency
operations. When a CERT activates, it becomes part of that system. This section will
explain the ICS format and detail how CERTs both operate within the ICS and organize
themselves to replicate that of the ICS structure.

Basic ICS structure for a CERT is established by the person who arrives first on the
scene. This person becomes the TL. Initially, the TL may handle all of the command
positions of the ICS but, as the incident evolves, he or she may assign personnel as
needed to the ICS Command Functions:

Operations Section Chief;
Intelligence/Investigations Section Chief;
Planning Section Chief;

Logistics Section Chief; and
Finance/Administration Section Chief.

Through an effective ICS, all CERT volunteers report through a chain of command to
the TL. The TL reports to the first fire or law enforcement official at their location and
takes direction from that person until otherwise directed or until the CERT is relieved.

Image 2.1: ICS Command Function Organization Chart

INCIDENT
COMMAND COMMAND STAFF

PUBLIC

INFORMATION
OFFICER
SAFETY
QOFFICER
LIAISON

OFFICER

OPERATIONS INTELLIGENCE/ PLANNING FINANCE/
LR INVESTIGATIONS SLRTION EHInE ADMINISTRATION
SECTION CHIEF SECTION CHIEF

GENERAL STAFF
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Although there are a number of detailed responsibilities under each ICS function, the
system itself is easy to understand. CERTs will typically require the Operations,
Planning, and Logistics functions. The CERT Team Leader is responsible for handling
or delegating each function to team volunteers.

As the incident expands, CERT volunteers are assigned or re-assigned to each section
to handle specific aspects of the response while maintaining an effective span of

control.

e CERT Team Leader:

Ensures incident safety;

Establishes incident objectives;

Delegates authority to others;

Provides information to internal and external parties;

Establishes and maintains liaison with other responders (e.g., fire, law
enforcement, public works, other CERTSs); and

Takes direction from agency officials.

¢ Intelligence/lnvestigations Section:

Prevents and deters potential unlawful activity, incidents, and/or attacks;
Collects, processes, analyzes, secures, and appropriately disseminates
information and intelligence;

Conducts investigations; and

Informs and supports life safety operations.

Intelligence/Investigations is a function in the formal Incident Command System;
however, CERTs will have a very limited involvement, if any, with this function.

e Planning Section:

Tracks resource status (e. g., number of CERT volunteers who have
“reported for duty”);

Tracks situation status;

Prepares the Team’s action plan;

Develops alternative strategies; and

Provides documentation services.

e Logistics Section:

Provides communications;

Provides food and medical support to Team volunteers;

Manages supplies and facilities; and

Make sure that there are adequate resources (e.g., personnel, supplies,
and equipment) for meeting the incident objectives.

e Finance and Administration Section:

Conducts contract negotiation and monitoring;

Keeps track of timekeeping;

Provides cost analysis; and

Tracks compensation for injury or damage to property.

Finance and Administration is a function in the formal Incident Command System;
however, CERTs will have very limited involvement, if any, with this function.

August 2019
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CERT Operations
Based on the principles of ICS, CERTSs follow these protocols:

e Each CERT must establish a command structure.

e The CERT TL directs team activities. During activation for a disaster, the first
person at a pre-designated staging area assumes this responsibility. The initial
TL may hand off this role to a pre-designated leader when that person arrives.

e The location established by the CERT TL as the central point for command and
control of the incident is called the Command Post for the CERT. The TL stays in
the Command Post. If the TL has to leave, the responsibility of TL must be
delegated to someone in the Command Post.

Using the ICS structure, CERT volunteers are assigned to assist with a range of
functions including:

e Logistics—managing resources, services, and supplies;

¢ Planning/Intelligence—collecting and displaying information; collecting and
compiling documentation; and

e Operations—conducting fire suppression, medical operations, search and
rescue.

In all situations, each unit assigned must have an identified leader to supervise tasks
being performed, to account for team volunteers, and to report information to his or her
designated leader.

In all situations, a manageable span of control is five rescuers per supervisor, with an
acceptable spread of two to seven.

CERT personnel assigned to Operations should always be assigned to teams
consisting of between one and five people:

¢ One person will serve as runner and communicate with the Command Post.

e Two people will “buddy up” to respond to the immediate needs.

e Search and rescue teams must include at least four people, with a safety team
remaining outside the area subject to search, and at least two people to conduct
the search.

Image 2.2: Expanded CERT Operations Structure

Operations Section Chief
|

Fire Suppression
Group Leader

Search and Rescue
Group Leader

Medical
Group Leader

Fire Suppression Search & Rescue
Team A Team A
Fire Suppression Search & Rescue Medical
Team B Team B Team B
Fire Suppression Search & Rescue
Team C Team C

CERT operations section structure, showing the Operations Section Chief at the top and the three
Group. Leaders underneath.
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Dealing with the Media

CERT volunteers should refer any media inquiries to the CERT TL. The TL should then
refer the media inquiries to the Public Information Officer of the CERT’s sponsoring
organization.

If the Public Information Officer of the sponsoring organization refers media to the
CERT TL or otherwise authorizes them to speak with the media, the TL should:

e Refrain from addressing the media until doing so will no longer inhibit or delay
the team’s ability to do the greatest good for the greatest number in the shortest
amount of time;

e Establish an area for briefing the media if necessary;

e Be careful about the information he or she releases, making sure it is both
accurate and approved for release, while also keeping in mind victims’ right to
privacy; and

e Not feel compelled to answer every question asked.

National Incident Management System Implementation

The ICS is part of the National Incident Management System (NIMS). NIMS provides a
consistent, comprehensive approach to incident management. It applies at all
jurisdictional levels and across all emergency management functions and types of
incidents.

NIMS was established so that first responders, including CERT volunteers, from
different jurisdictions and disciplines can work together better to respond to disasters
and emergencies.

e To meet NIMS standards, CERT volunteers must complete both the IS-100
(Introduction to Incident Command System) and IS-700 (Introduction to National
Incident Management System [NIMS]) courses.

e Both independent study courses are available online from FEMA at
http://training.fema.gov/IS/NIMS.asp.

Exercise 2.1: ICS Functions

Purpose: This activity will give you an opportunity to relate the ICS functions to specific
situations.

Instructions:

1. Break into small table groups.

2. This exercise provides you with the opportunity to decide under which ICS
functions the listed activities will fall.

3. Review the list of activities and use the initials, “TL,” “O,” “P,” or “L” to indicate
which ICS function would cover each activity.

While Finance and Administration is a part of ICS, it is generally not used by CERTSs.
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Using your knowledge about ICS functions, decide under which function the following
CERT activities would fall. Some activities may involve more than one function to be
completed (see Table 2.1).

Use the following key to fill in the blanks before each activity:

Team Leader = TL;
Operations = O;
Planning = P; and
Logistics = L.

Table 2.10: ICS Activities

Scenario ICS Function

1. It's dark, all the lights are out, and you need additional flashlights to
continue your response

2. The designated first aid site has a downed power line.

3. A neighbor reports the smell of gas in his house, but he cannot shut
off the gas at the meter.

4. The batteries for the portable radio are dead.

5. The city wants to know the overall status of your neighborhood.

6. Several of your neighbors have minor injuries and need first aid.

7. Fire from another neighborhood is moving toward your
neighborhood.

8. There is a dog seen wandering near the first aid station.

9. A news crew has arrived with a camera to film your activities.

10. Two hysterical neighbors are demanding help. One cannot find her
adolescent child who was playing outside when the disaster struck.
The other wants help moving a bookcase off his wife. He says she’s
bleeding from a wound on the head.

11. It's starting to rain. Your command post and the first aid area are not
under shelter

12. Too many people are coming to the Team Leader to ask questions.
The Team Leader asks for someone to act as a “gatekeeper.”

13. There is a great increase of car and foot traffic through your
neighborhood because other roadways are blocked.

14. The Team Leader is very tired and is going to hand over
responsibilities to someone else. He or she wants a report on the
status of the neighborhood before doing so.

15. Many neighborhood residents have come to volunteer their help.

16. Reports have come in of damage and injuries in the next block.
Teams must be assigned to assess the situation.

17. A professional responder has arrived at the scene and would like a
briefing on situation status.
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SECTION 3: CERT MOBILIZATION

The following steps describe how CERTs mobilize when an incident occurs:

If the standard operating procedure (SOP) calls for self-activation, CERT
volunteers proceed to the predesignated staging area with their disaster supplies.
Along the way, they make damage assessments that would be helpful for the
CERT TL’s decision-making.

The first CERT member at the staging area becomes the initial TL for the
response. As other CERT volunteers arrive, the CERT TL may pass leadership
to someone else. The CERT TL establishes operations to ensure effective
communication, to maintain span of control, maintain accountability, and help the
greatest number without placing CERT volunteers in harm’s way.

One of the CERT TL'’s first decisions will be to locate the team’s Command Post.
The staging area may become the Command Post; however, if another location
would be safer or otherwise better, the Command Post should be set up there.
As intelligence is collected and assessed, the TL must prioritize actions and work
with the Section Chiefs or leaders. The CERT organization is flexible and evolves
based on new information.

Following an incident, information—and, therefore, priorities—may be change rapidly.
Communication between the CERT TL and response teams ensures that CERTs do not
overextend their resources or supplies.

CERT On-Scene Size-up

On-Scene Size-up should be conducted upon CERT mobilization. Size-up is a continual
process that enables professional responders to make decisions and respond
appropriately in the areas of greatest need. CERT size-up consists of 9 steps and
should be used in any emergency situation.

Refer the participants to CERT On-Scene Size-up in the Participant Manual. Although
the checklist is not exhaustive, it does include many of the questions that CERT
volunteers should ask when sizing up an emergency situation.

CERT Size-up Steps
The 9 steps of CERT size-up are:

1.

2.

3.

Gather facts. What has happened? How many people appear to be involved?
What is the current situation?

Assess and communicate the damage. Try to determine what has happened,
what is happening now, and how bad things can really get.

Consider probabilities. What is likely to happen? What could happen through
cascading events?

Assess your own situation. Are you in immediate danger? Have you been
trained to handle the situation? Do you have the equipment that you need?
Establish priorities. Are lives at risk? Can you help? Remember, life safety is
the first priority!

August 2019
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6. Make decisions. Base your decisions on the answers to Steps 1 through 5 and

in accordance with the priorities that you established.

7. Develop a plan of action. Develop a plan that will help you accomplish your
priorities. Simple plans may be verbal, but more complex plans should always be

written.

8. Take action. Execute your plan, documenting deviations and status changes so
that you can report the situation accurately to first responders.

9. Evaluate progress. At intervals, evaluate your progress in accomplishing the
objectives in the plan of action to determine what is working and what changes

you may have to make to stabilize the situation.

Table 2.2: CERT On-Scene Size-up Worksheet

Step 1: Gather Facts

hazards?

Survey all sides of the scene. Is the danger beyond the CERT’s

Time
Does the time of day or week affect response efforts? How? Yes No
Weather
Are there weather conditions that affect your safety? If yes, how
. Yes No
will your safety be affected?
Will weather conditions affect the situation? If yes, how will the
e Yes No
situation be affected?
Type of Construction
What type(s) of structure(s) is (are) involved?
What type(s) of construction is (are) involved?
Occupancy
Are the structures occupied? If yes, how many people are likely
Yes No
to be affected?
Are there special considerations (e.g. children, elderly, pets,
. . Yes No
people with access and functional needs)?
Hazards
Are hazardous materials evident? Yes No
i ?
Are any other types of hazards involved? If yes, what other Yes No

Step 2: Assess and Communicate the Damage

capability? Yes No
Have the facts and the initial damage assessment been
. ; Yes No
communicated to the appropriate person(s)?
August 2019 Page 2-9
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Step 3: Consider Possibilities

Life Hazards

Are there potentially life-threatening hazards? If yes, what are
the hazards?

Yes No

Additional Damage

Is there a high potential for more disaster activity that will impact
personal safety? If yes, what are the known risks?

Yes No

Step 4: Assess Your Own Situation

What equipment is available to support response efforts?
What other resources are available?

Can response be safely attempted by CERT volunteers? If not,
do not attempt response activities.

Step 5: Establish Priorities

Are there any other more pressing needs now? If yes, list.

Yes No

Step 6: Make Decisions

Where will resources do the most good while maintaining an adequate margin of
safety?

Step 7: Develop Plan of Action

Determine how personnel and other resources should be used.

Step 8: Take Action

Put the plan into effect.

Step 9: Evaluate Progress

Continually size up the situation to identify changes in the scope of the problem, safety
risks, and resources availability.

Adjust strategies as required.

Rescuer Safety

Effective emergency scene management requires the formulation and communication of
strategic goals and tactical objectives to do the most good for the greatest number while
maintaining the safety of rescue personnel.

Remember that rescuer safety is paramount.

The first question to ask is, “Is it safe for the CERT volunteers to attempt the rescue?”
The answer to this question is based on the degree of damage:
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o |f the damage is heavy: No rescue should be attempted. Use tape around the
area or mark the area as heavy damage. CERT volunteers do not have any legal
authority to stop or restrict someone who wants to enter an area. At best, CERT
volunteers can warn others about the danger and inform the CERT TL
immediately if it is known that people are in the building.

o |f the damage is moderate: Locate, assess (e.g., quickly evaluate and treat for
airway obstruction, bleeding, and low body temperature), and immediately
evacuate survivors to a safe area while minimizing both the number of rescuers
inside the building and the amount of time that they remain inside.

o |f the damage is light: Locate, assess, continue size-up, and document.

Table 2.3: CERT Rescue Efforts Based on Degree of Damage

Degree of Damage Should Rescue be Attempted
Heavy No, it is top dang.erous.tq gnter. Warn people to stay away. Ipfgrm the
CERT TL immediately if it is known that people are in the building.
Yes, but perform only quick and safe removals; limit onsite medical care
Moderate to checking for breathing, stopping major bleeding, and maintaining
body temperature. Minimize the number of rescuers inside the building.
Light Yes, locate, assess, continue size-up, and document.

Image 2.3: CERT Tasks Based on Damage Level

Light Damage Site
Fire | | Search & Rescue | | Medical [on site) ‘ | Medical (off site) |
- Shut off utilities 3= needed L o - Asessiagem
(A - Assess - Move to trestment area - Head-to-toe assessment
- Extinguish small fires : = %
R, - Treat airway,/major bleeding - Head-to-toe assessment - Treztment
- Continue sizaup - Treatment - Facilitate transport as needed
- Document - Facilitate transport as needed - Document
- Document
Moderate Damage Site
Fire | | Search & Rescue | | Medical (on site) ‘ | Medical (off site) |
- Shut off utilitizs if zzfa sloeate - Azsess 3gain - Assess again
- Extinguish small fires - Assess : ) ) - Mave to feetnent ores - Head-to-toe sssessment
- Document - Treat airway,/major bleeding [nearby s=fie location) _Trestment
- Bvaruzte - Head-to-toe assessment - Facilitate transport as needed
- Warn others - Treatment - Document
- Continue sizeup - Facilitate transport as needed
- Document - Document
Heavy Damage Site
Fire | | Search & Rescue
- Shut off utilitiss if ssfe - Mark area for heavy damage
- Document - Warn others

- Gather information

- Inform CERT TL immediately
- Document

Tasks required of Fire, Search and Rescue, Medical, and Treatment Area teams based on the degree of damage to the structure.
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SECTION 4: DOCUMENTATION

It is extremely important to document and communicate information about the disaster
situation and resource status.

The efficient flow of information makes it possible for resources to be deployed
effectively and for professional emergency services to be applied appropriately.

Documenting serves several purposes:

e The CERT TL will know what is happening throughout the incident.

e The CERT TL will have written information to pass on to the professional
responders when they arrive.

e Communication improvement between functional areas and shifts.

e The CERT will be able to show how many volunteer hours it provided to the
sponsoring agency or entity.

e Liability exposure will be documented.

Under the CERT structure, each level of organization has documentation
responsibilities:

e Section Chiefs are responsible for providing the Command Post with ongoing
information about damage assessment, group status, and ongoing needs.
e The Command Post is responsible for documenting the situation status,
including:
— Incident locations;
— Access routes;
— ldentified hazards; and
— Support locations.

Support locations include:

e A staging area;
e A medical treatment and assessment area; and
e A morgue, if there are fatalities.

This information is vital for tracking the overall situation and for the CERT TL to be
ready to provide the documentation to the first professional responders on the scene.

Write it down! The most important thing to do is to write down what happened.

The information can be written down on the sample forms provided in this unit or it can
be written down on sheet of paper.

Every entity, such as a functional team or staging location, must have a scribe to record
everything. Typically, the CERT TL designates the scribe and provides some simple
instructions.
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Documentation Flow

Here is how a CERT would use these standard documents within the context of an
event. Remind participants that, even if the forms are not used, this should give them an
idea of the preferred information that needs to be collected and communicated between
groups.

CERT volunteers complete the Damage Assessment Form as they travel through
the area to the CERT’s staging location. The form is then given to the CERT TL.
The form provides a summary of overall hazards in selected areas, and the
information is used for prioritizing and formulating activities.

The CERT TL assembles teams and makes assignments based on the damage
assessment information. This person keeps the CERT Assignment Tracking Log,
which is the most important tool for recording the activities of the functional
teams and overall situation status.

A scribe at the staging location signs in each volunteer using the Personnel
Resources Check-In Form, noting any preferred team assignments or skills. This
information needs to be passed on to the Command Post.

The Command Post and the functional team share the Briefing Assignment
Form. The CERT TL uses the front side of the form to communicate instructions
(e.g., address, incident type, and team objectives) about the incident. The scribe
of the functional team uses the blank side of the form to log team actions. The
form is then returned to the Command Post when the team checks in.

The Treatment Area Record is available to document each person brought into
the treatment area and his or her condition.

The Communications Log is on-hand to log incoming and outgoing
transmissions; it is typically kept by the radio operator.

The Equipment Inventory is kept in the area or vehicle in which equipment is
stored.

The General Message form is accessible for sending messages between any
command levels and groups. The messages must be clear and concise.

August 2019
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Form 2.1: CERT Damage Assessment Form

DAMAGE ASSESSMENT | CERT

DATE

FORM WILSOMNVILLE O
LOCATION
SE CORMNER 16™ AND DAK.
ROAD UP TO THE SCHOOL IS CLEAR.
CERT MEMBER
SUSAN ADAMS PAGE_1_OF_1
CERT FORM #1
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Form 2.2: CERT Personnel Resources Check-In Form
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Form 2.3: CERT Assignment Tracking Log

£R NG04 LH30

T 40 F 3ovd

s P80 sde P SIS

Bwr ypquzna

QNP0 LNSQ DN RE30vE0 LU3D

E1INE3H

S1NE3Y

£1INE3H

waues 4o Bwpm 3

o #Brmnp Aneay mos  patowpyg
Hiubn wHS -paesey swamn o
SLSIY

S3ALT3ArED

S3NLI=ra0

SIALOINED

w6 10045 Wby patewup
44 FMUTAL P WIS B JINPAeT 0L
S3AALLIFB0

FOPRRRTAIW WS ¢

ey Lndg ¢

Yl e -

!ﬂl&ﬁg |

SNLLONS L LHvLE

INILONS N LNYIS

AWILONS ANLL LHYLS

WY TTOT WirdEs
ML ONS SWILLMYLS

# LOVINOORHE0YITNYIL

# LW INOOVHI WS WY3L

# 1O INCDIHE0YIT WYSL

TEEETES (ET2) MEUS PisiEw
# LW INOORSOYS) Wyl

LLETS

Lt
M3l

HOLUYIOT

MHOLLY2OT

MO

VO PVE YITT PWIGD 3F
NOWY2O1

INTANDESY

INSRNDISEY

opE L-FB Mg JRnTnnS
1NSNNDISSY

ME R B

3iv0

FTIAMOETINM

1432

207 DNIMOVHL LNIWNDISSY

Page 2-16

August 2019



CERT Unit 2: CERT Organization

Participant Manual

Form 2.4a: CERT Briefing Assignment Form

To conduct medical sizeup of any victims found.

CERT DATE
BRIEFING
ASSIGNMENT WILSOMWVILLE T HEER
COMMAND POST CONTACT # TIME OUT TIME BACK
(212) 555112 Br50 A 108 AN
INSTRUCTIONS TO TEAM
TEAM NAME LOCATION
medical = Delvaonico’s olian Restaurant, 810 King Stregt
OBJECTIVES

EQUIFNWENT ALLOCATED

REPORT FROM RESPOMNSE TEAM
FIRES HAZARDE STRUCTURE PEQPLE ROADS AMIMALS
o)

% c | 2| g | & o a
IR I L R L LR 1
= |3 | 8|8 |5|8|2|8|2|¢e|a|8|e|2|&]2

=2 v

CERT FORM #4.a

August 2019e
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CERT Unit 2: CERT Organization Participant Manual

Form 2.4b: CERT Team Action Log

TEAM ACTION LOG
(brme stamp each action, draw map i needed)
1onsz Teana arrived at the restawrant. Made owr way throwgh the debris to victhmw g1, BUL
Baker, Conscious and bn pain. Ankle was trapped wnder a heavy bookease, Extricated
Wi, Twe tenme menabers carrvied him ko treatent aven.

10:54 Vietine #2, Carol Loughney. Bleeding on head from falling ceiling. walked her to
treabment areq.

10:55 Victim # 2. Fowwnd b Ritchen. Lnconseious but breathing. May have brokew Leg.
Splinted Leg. Moved by stretcher to treatwert area.

SCRIBE
S Ariton

CERT FORM #4 b
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Participant Manual

CERT Unit 2: CERT Organization

Form 2.5: CERT Treatment Area Record

S8 WHOd Ly3D
T 407 ¢ 3wd MEoASo gibean (si3Emos
BISHEY | WD STAIZEIE J pavierdwes 40T
it neafan |  wy
W STET Anns pitepveg—andwa 3EU 38 3% wau) Bwpang Pamn oxon oR gx wrspwiwmpa wivdns | szoT
(popasu se ayepdn)
oL | oLo3son NS LYIHLNCILIONGD MOLLAHDSI0 B0 IWVM NI
wuvd Avivatsara NOLLY2OT YEHY INSNLYSHL
B R ATHANDS UM Qy023d
31va e VIHY LNINLYIEL WILLDIA
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CERT Unit 2: CERT Organization

Participant Manual

Form 2.6: CERT Communications Log

COMMUNICATIONS

LOG

CERT

DATE

RADID DPERATOR NAME

LOG

TIME

FROM

T2

MESSAGE

PAGE

OF

CERT FORM #& (Based on ICS 309)

August 2019
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CERT Unit 2: CERT Organization Participant Manual

Form 2.7: CERT Equipment Inventory Form

i :
: ]
B2 e g
S~ |~
JHHOEHHEHHBH B HHHE
Wlo1El |2 (B (B (B (B O|E i
gﬁﬂ%
318 |e
3
: 3 g
2 | 5| 3
EE a
2 s
35. g | 2
i i
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Participant Manual

CERT Unit 2: CERT Organization

Form 2.8: CERT General Message Form

(€12 SOI) B WHO4 L¥3D

(£1Z SO1) 8% WHO4 143D

|
NOILEOY/EUNLYNDIS 3L ETL zu_h.mo&mm::zuL ELTH 3iva
Ald3y Ald3Y
NOILISOd FHNLYNDIS HOLLEO) THALYNDIS
JoVSSIN JTVSSAN
EL ENL] 123rans E ALvad Laarans
NOLLISOd oM HOILISDd WOou4
NOLLISOd o4 NOILISOd oL
JOUSSIN TvHINTD JOVSSIN TVHIANID
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CERT Unit 2: CERT Organization Participant Manual

Documentation Forms

There are standard forms that can be used to facilitate documentation and information
flow. The forms are functionally consistent with ICS forms and are designed to be NIMS
compliant.

The CERT forms are:

Damage Assessment;

Personnel Resources Check-In;
CERT Assignment Tracking Log;
Briefing Assignment;

Treatment Area Record;
Communications Log;
Equipment Inventory; and
General Message.

Remember scribes can produce useful, high-quality documentation without using the
forms as long as they take detailed notes of all activities.

Area maps, site maps, and building plans are also very useful for tracking response
activities.

Table 2.4: Forms Used for Response Documentation

Completed by CERT volunteers as they travel through the
area to the CERT’s staging location, then given to the
CERT Team Leader; provides a summary of overall
hazards in selected areas, including:

e Fires;
Utility hazards;
Structural damage;
Injuries and deaths;
Available access; and
Essential for prioritizing and formulating action
plans.
Used to sign in CERT volunteers as they arrive at the
staging location; provides information about:

¢ Whois on site;
When they arrived;
When they were assigned;
Their special skills; and
Used by staging personnel to track personnel
availability.
Used by the Command Post for keeping awareness of
situation status; contains essential information for tracking
the overall situation.

Damage Assessment
[CERT Form #1]

Personnel Resources Check-In
[CERT Form #2]

CERT Assignment Tracking Log
[CERT Form #3]
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CERT Unit 2: CERT Organization Participant Manual

- . Used by the Command Post to provide instructions to
Briefing Assignment . ) . )
functional teams; used by teams to log their actions and
[CERT Form #4 a, b] . .
report new damage assessment information.
Completed by medical treatment area personnel to record
survivors entering the treatment area, their condition, and
their status.

Treatment Area Record
[CERT Form #5]

Communications Log

[CERT Form #6 (based on ICS
309)]

Equipment Inventory

[CERT Form #7(based on ICS
303)]

Completed by the radio operator; used to log incoming and
outgoing transmissions.

Used to check out and check in CERT-managed
equipment.

Used for sending messages between command levels and
groups; messages should be clear and concise and should
focus on such key issues as:

e Assignment completion;

e Additional resources required;

e Special information; and

e Status update.

General Message
[CERT Form #8 (ICS 213)]
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CERT Unit 2: CERT Organization Participant Manual

UNIT 2 SUMMARY

The key points from this unit are:

Emergency response agencies and CERT use the ICS to manage emergency
operations. ICS provides a flexible means of managing personnel, facilities,
equipment, and communication and can be expanded when necessary.

The key question CERT Team Leaders must always ask is: “Is it safe for CERT
volunteers to attempt the rescue?” Whether or not to attempt a rescue depends
on the degree of damage to the structure involved. Remember: CERT volunteers’
safety is the top priority.

It is vital to document and communicate information about situation and resource
status to all CERT levels.

Sections, Groups, and Teams must provide the Command Post with ongoing
information about damage assessment, incident status, and ongoing needs.

The Command Post must document the situation status, so the overall disaster
situation can be tracked and reported to emergency response agencies.

Homework Assignment

Read and become familiar with the unit that will be covered in the next session.
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CERT Unit 2: Additional
Materials

Additional Materials:
]

W
W
W
W
O
O
O
O

Damage Assessment

Personnel Resources Check-In
CERT Assignment Tracking Log
Briefing Assignment

Team Action Log

Treatment Area Record
Communications Log
Equipment Inventory

General Message




CERT Unit 2: CERT Organization

Participant Manual

CERT UNIT 2: ADDITIONAL MATERIALS

CERT Damage Assessment Form

Form 2.9: CERT Damage Assessment Form

DAMAGE CERT DATE
ASSESSMENT FORM
LOCATION
SIZE UP
{check if applicable)
FIRES HAaZARDS STRUCTURE FEOFLE ROADS AMNIMALS
3 o @
o o o o
g | %\ g| 8| 2| 2| 8| & ol 6| B8] B2
= 3| B &l = 3| 2| Bl ol W | Q| 2| & |3
Elslalz| 9| Bl 2| 3322|8832 2|3
alol ol T| & o a Fa Z( EF| Bl 2| = = - | &
OBSERVATIONS

August 2019
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CERT Unit 2: CERT Organization

Participant Manual

CERT Personnel Resources Check-In Form

Form 2.10: CERT Personnel Resources Check-In Form

CERT DATE
PERSOMNMNEL RESQURCES CHECK-IN
CHECK | CHECK MAME ID# COMTACT TEAM TIME
IN ouT {CERT | (cell#or ASSIGNMENT | ASSIGNED
PREFFERRED
TIME TIME bzidt?:[;lr radio) ASSIGNMENT SKILLS
wl &
o
= 3
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CERT Assignment Tracking Log
Form 2.11: CERT Assignment Tracking Log

ASSIGNMENT TRACKING CERT DATE

LOG

ASSIGNMENT ASSIGNMENT ASSIGNMENT ASSIGNMENT
LOCATION LOCATION LOCATION LOCATION

TEAM TEAM TEAM TEAM

TEAM TEAM TEAM TEAM
LEADER/CONTACT # | LEADER/CONTACT & | LEADER/CONTACT # LEADER/CONTACT #
START END START | ENDTIME | START TIME END START END
TIME TIME TIME TIME | TIME TIME
1 1 1 1

2 2 2 2

3 3 3 3

4 4 4 4

5 5 5 5

OBJECTIVES OBJECTIVES OBJECTIVES OBJECTIVES
RESULTS RESULTS RESULTS RESULTS

CERT LEADER

PAGE___ CF__

SCRIBE(S)
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CERT Unit 2: CERT Organization

Participant Manual

CERT Briefing Assignment Form
Form 2.12: CERT Briefing Assignment Form

CERT DATE
BRIEFING
ASSIGNMENT
COMMAND POST CONTACT # TIKAC OUT TIMLC DACK
INSTRUCTIONS TO TEAM
TEAM MAME LOCATION
OBJECTVES
EQUIPMENT ALLOCATED
REPORT FROM RESPONSE TEAM
FIRES HAZARDS STRUCTURE PECPLE ROADS AMIMALS
i | 4]
5 o
o e | o
| gl S| B |G g
[} i | [
2 2| 52/ 2| 3| 8| 8|8 2| =| 8| 8| 2
= o | i 0 ] o [ [ il o [ =
g & > 2| 3| @l 3 2| | @
B =] T = = (= =3 = = o
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CERT Team Action Log
Form 2.13: CERT Team Action Log

TEAM ACTION LOG
(fime stamp each action; draw map if neaded)
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CERT Unit 2: CERT Organization

Participant Manual

CERT Victim Treatment Area Record

Form 2.14: CERT Victim Treatment Area Record

VICTIM TREATMENT AREA RECORD

CERT DATE

TREATMEMNT ANREA LOCATION

TIME
IM

MNAME OR DESCRIPTION

COHDITION/TREATMENT
update az needed]

MOVED TO

TIME OUT

SCRIBE(S)

PAGE ___ OF

August 2019
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CERT Unit 2: CERT Organization

Participant Manual

CERT Communications Log
Form 2.15: CERT Communications Log

Communications Log

CERT

DATE

RADIO OPERATOR NAME

LOG

TIME

FROM

TO

MESSAGE

August 2019

Page 2-33
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Participant Manual

CERT Equipment Inventory Form
Form 2.16: CERT Equipment Inventory Log

EQUIPMENT INVENTORY

CERT

DATE

ASEET =

ITEM DESCRIPTION

ISSUED
TO

TIME | INITIALS

COMMENTS

[SSUED

EETURNED

[EEUED

EETURNED

[EEUED

EETURMED

[ESUED

EETURNED

[ESUED

EETUENED

[EEUED

EETURMNED

[ESUED

EETUFMED

[ESUED

RETURMED

[ESUED

EETURMED

[BSUED

EETURNED

[SSUED

RETURMED

SCRIBE(S)

PAGE _ QF

August 2019
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Participant Manual

CERT General Message Form
Form 2.17: CERT General Message Form

GENERAL MESSAGE

TO POSITION

FROM POSITION

SUBJECT DATE TIME
MESSAGE

SIGHNATURE POSITION

REPLY

August 2019
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