SAMPLE
UNIT DUTY OFFICER RESPONSIBILITIES 

The fundamental role of the Unit Duty Officer is to ensure continuity of leadership, and decision-making ability within the fire program in the absence of the normal fire leadership. In so doing, the Duty Officer performs the normal duties of the Unit Fire Leadership (Fire Supervisor/ Fire Program Mgr) in fulfilling their responsibilities as directed by the various Land Office and Unit fire plans and the Unit Manager.  This is most often required after hours and on weekends during fire season, but may be 24 hrs per day depending on staffing and fire activity.  Responsibilities may also include representing the Unit Manager, and making necessary decisions until the Unit Manager can be contacted to confirm or change the existing decision. 

Unit personnel who will serve as 2013 Duty Officers on a rotating basis:

Key Responsibilities;

· Ensure the safety of fire operations at all times.  Take necessary measures to curtail unsafe practices, and ensure mitigations are in place to address potential hazards.

· After hours contact point for dispatch centers, cooperators, employees, and the public.

· Assuring an adequate fire response given current and expected fire conditions.

· Assuring appropriate level of command for the given fire situation. 

· Assist dispatch or the IC with local knowledge or prioritization for multiple fire situations.

· Communicating work schedules, resource status, and contact means for Unit resources.  

· Coordination of extension of hours for crews with dispatch centers.

· Contact point for County Coop fire suppression assistance.

· Notification of Unit Manager and Unit Fire Program Mgr/Fire Supervisor of significant fire activity, and or serious injury or accident. 

· Ensure human caused fires are investigated in a timely manner. 

· Communication with the Land Office Duty Officer for assistance needs, resource status, or simply fire activity updates.

· Ensure timely initiation of the Unit Accident Action Plan when necessary and ensure appropriate actions and notifications are taking place.

· Participate in after action reviews as appropriate.

Job Aids for Unit Duty Officers;

1. Land Office Mobilization Plan and Chart

2. Unit Duty Officer Kit or Notebook

3. County Annual Operating Plan 
4. Fire Program Manuals 100-1500

5. Applicable Annual Operating Plans with federal cooperators 
6. Unit Accident Action Plan
7. Critical Incident Mgmt reference material from ’06 & ‘07 Line Officer Training
