HELP DESK LEADER CHECKLIST

MISSION: To provide a first point of contact for community members (CMs) who are in need of assistant by processing Assistance Request Forms.
REPORTS TO: Documentation Leader.
SUPERVISES:  Staff, messengers.
QUALIFICATIONS: ICS (NIMS), CERT, Communications, and Documentation.

DOCUMENTATION REQUIRED:
 -Documentation Procedure (2)
- ICS 211B Unit Check-in log (10)
- ICS 214 Unit Log (10)
- COES 101 Assistance Request Form (500)
- COES 102 Help Desk Control Number Log (20)
- COES 108 Missing Persons (50)
- COES 122 Material Request Forms (10)
-ICS213 Message Form (500)
-Map City laminated (1)
-Cupertino City Streets alphabetical list (2)

CHECKLIST:  
SET UP:

· Sets up Help Desk area with tent, tables, chairs and supplies close to Planning and Intel and with an easy access by public.

· Appointed Unit Leader and staffing.
DURING:

Unit leader:

· Review all received assistance requests and determines the correct routing into the site command structure. A person coming with a medical emergency to the Help Desk should be taken immediately to the Medical Section for treatment. 

· Eliminate problems for the Help Desk Staff

· Take breaks. Eat healthy foods and drink water
Help desk processing:

· Pre-screen community members for personal injuries that need immediate first aid attention, and direct them to the site Medical Treatment Area
· Receives the COES 101, COES 105 and COES 108 Forms from the community members. See Help Desk Documentation Procedure (in the Help Desk File Box).
· Report problems to Unit Leader
· Take breaks. Eat healthy foods and drink water
Runner:
· Deliveries completed COES 101, COES 108 and ICS 213 Forms to the other site ICS sections. 
· Take breaks. Eat healthy foods and drink water
DEMOB:
· Return site set equipment to Logistics

· Collect all ICS 211B and ICS 214 forms and give them to Documentation

· Inventory supplies and arrange to replenish (COES 122)
· Debrief personnel:

 - be aware of signs of Critical Incident Stress
 - prepare a list of “lessons learned”

- prepare workers comp if needed

- turn in all paperwork to Documentation Leader

· Clean site

· Sign out

SUPPLIES 


Signs and supporting signage mounting structure.

Pop-up tent 12’ x 12’


Table, folding 6 feet, qty 1


Chairs,  qty 3


FRS radios 



Cupertino GIS map using County Grid system



Help Desk File box with forms (1)


Note pads, qty 5



Clip-boards, qty 10


Pen, pencils, qty 10

Sharpeners, qty 2

Help Desk binder, qty 1

PERSONAL SUPPLIES


Hard hat



Knee Pads



Identification Vest or shirt

Heavy Shoes



Goggles



Protective Clothing



N95  mask



Personal First Aid Kit



Whistle



Water



Leather gloves



Sunblock



Medical gloves
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