SITUATION UNIT TYPICAL DAILY PROCEDURE:  7:30 a.m. –   8 p.m.     
1. Upon arrival, log into Dispatch Tracker (http://tfsfrp.tamu.edu/toolbox/   UN dispatch, PW dispatch) to see if any updates were made after end of shift.  Print a copy and give to documentation.  (Keep a copy for yourself if you wish because TICC wipes it clean each morning approximately 9:00). Go through the IAP/Operations white board and update the available resources and save your changes.  Also, update any “carryover” fires.  Carryover fires are those that TFS are actively responding to where response activity started on the previous day.

2. Monitor Dispatch Tracker throughout the day.  At Granbury, we enter info for the North Branch and West Branch.  South Branch is entered by Sara @ LaGrange (979-968-5555); Central is entered by Mary @ Fredericksburg (830-997-5426), though we monitor those branches and inform operations to keep the board current.

3. Entering info to Tracker – Read Dispatch Tracker Guidelines “manual”.  A copy is in the dispatch room.  Review the sheet with info requested to be entered for each incident.  Try to get as much information as you can to put into Tracker as a lot of people are looking at this for many different reasons. 

· What you enter into Tracker should come from OPS, so verify info with them before entering data as you may receive info from several “other” sources.  

· Many times we will receive report of a fire and send resources only to have them turned around.  Still report this in Tracker.

· Also, not a bad idea to wait a few minutes before rushing to enter into tracker as things can change quickly
· TICC has requested we leave initials with each entry so they know who entered the data.

4. Contact Cynthia Foster (979.862.8644 or 979.218.2313) for any problems or questions about dispatch tracker.  You will probably talk to Cynthia several times during the day.

5. Use tfsplans e-mail (tfsplans@tfs.tamu.edu) for all e-mail communication so new SITLs can see what was done in the past

· Go to Toolbox and select TFS Outlook Web Access

· Login (tfsplans/Newforest1)
· Hint:  We added Contacts for common e-mails (i.e. Civil Air Patrol); when you click to send an e-mail and select To, it will bring up a list of all addresses … click on All under Contacts to see the one’s we’ve added
6. Jeff Lester is in the TICC office and uses Tracker to update Inciweb and other boards.  His email is jlester@tfs.tamu.edu send him a note to introduce yourself and give him your contact info in case he wants to get a hold of you.

7. Keep the Incident Assistance Record current by updating the daily report and the overall summary.  (Saved on the snap server under PLANS\Incidence_Assistance).  What we record on the summary is:
· Everything that we respond to (requiring fire report from RFC) including:  AA only, RFC only, Ground resources, etc.
· If resources are requested but turned around, then we DO NOT consider it an assist
· Email each morning for previous day to Cynthia, CFoster@tfs.tamu.edu

· Email each morning for previous day (or more if active) to eoc@tamu.edu

8. Around 1500 start talking to OPS about the Civil Air Patrol Flight for the next day.  OPS will give you a list of counties.  You will then email this to Lt. Col. Jack Jackson at (cv@txwgacp.org) or (jackjack@ktc.com).
 

9. 209 – Incident Summary:  Complete the summary for the entire incident AND an individual 209 needs to be done on fires where:
· User ID is witx007 and password is summer

· Greater than 300 acres in grass only

· Greater than 100 acres if there is a shrub component. (many times you won’t know so if you have Google Earth, you can use the lat/long to see if there is brush
· If a residence or commercial building is lost (outbuilding does not qualify) NOTE* a house fire that then starts a grass fire does not qualify for 209)  

· Try to submit to TICC by 1900 but you may have things still active.
· Do not include individual 209 acreage on “winter fires” 209.
· Most 209’s are kept open for 2-3 days even though TFS may not have resources there after initial attack.

10. Dispatch Tracker – Final Update/Summary (before you leave for the evening):

· Number of fires

· Name(s) of fires

· % Contained

· Whether TFS resources are still on fire
· Any other important information

         11.    Call Cynthia (979.862.8644 or 979.218.2313) with evening update on days activity before heading home.
Minor updates 3-10-08  made by DanO, SITL
