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Job Aid:  Deputies, Assistants, Tech Specialists, and Agency Reps 
 

ICS Review Materials:  Deputies, Assistants, Technical Specialists, and  
Agency Representatives 

Deputies 
 
The Incident Commander may have one or more Deputies.  An individual assuming a Deputy 
role must be equally capable of assuming the primary role.  Therefore, a Deputy Incident 
Commander must be able to assume the Incident Commander's role. 
 
Following are three reasons to designate Deputies: 
 
 To perform specific tasks as requested by the Incident Commander. 
 To perform the Incident Command function in a relief capacity (e.g., to take over the next 

operational period). 
 To represent an assisting agency that may share jurisdiction or have jurisdiction in the 

future. 
 
The Operations Section Chief, Planning Section Chief, Logistics Section Chief, 
Finance/Administration Section Chief, and Branch Directors may also have one or more 
Deputies.   
 

Assistants 
 
The Public Information Officer, Safety Officer, and Liaison Officer may have Assistants, as 
necessary.  The Assistants may represent assisting agencies or jurisdictions, or simply assist in 
managing the workload associated with the position. 
 
 Assistant Public Information Officers may be assigned to the field or Joint Information Center 

or assigned to handle internal information.   
 Assistant Safety Officers may have specific responsibilities, such as aviation, hazardous 

materials, etc.   
 Assistant Liaison Officers may coordinate with specific agency representatives or groups of 

representatives. 
 
The Assistant title indicates a level of technical capability, qualification, and responsibility 
subordinate to the primary positions. 
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Technical Specialists  
 
Certain incidents or events may require the use of Technical Specialists who have specialized 
knowledge and expertise.  Technical Specialists may function within the Planning Section, or be 
assigned wherever their services are required.  
 
While each incident dictates the need for Technical Specialists, some examples of the more 
commonly used specialists are: 
 Meteorologists. 
 Environmental Impact Specialists. 
 Flood Control Specialists. 
 Water Use Specialists. 
 Fuels and Flammable Materials Specialists. 
 Hazardous Substance Specialists. 
 Fire Behavior Specialists. 
 Structural Engineers. 
 Training Specialists. 

 

Agency Representatives 
 
An Agency Representative is an individual assigned to an incident from an assisting or 
cooperating agency.  The Agency Representative must be given authority to make decisions on 
matters affecting that agency's participation at the incident. 
 
Agency Representatives report to the Liaison Officer, or to the Incident Commander in the 
absence of a Liaison Officer. 
 
Major responsibilities of the Agency Representative are to: 
 Ensure that all of their agency resources have completed check-in at the incident. 
 Obtain briefing from the Liaison Officer or Incident Commander. 
 Inform their agency personnel on the incident that the Agency Representative position has 

been filled. 
 Attend planning meetings as required. 
 Provide input to the planning process on the use of agency resources, unless resource 

Technical Specialists are assigned from the agency. 
 Cooperate fully with the Incident Commander and the Command and General Staffs on the 

agency's involvement at the incident. 
 Oversee the well-being and safety of agency personnel assigned to the incident. 
 Advise the Liaison Officer of any special agency needs, requirements, or agency 

restrictions. 
 Report to agency dispatch or headquarters on a prearranged schedule. 
 Ensure that all agency personnel and equipment are properly accounted for and released 

prior to departure. 
 Ensure that all required agency forms, reports, and documents are complete prior to 

departure. 
 Have a debriefing session with the Liaison Officer or Incident Commander prior to departure. 
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Deputies  
Where can Deputies be assigned?  
What are the requirements for 
Deputies? 

 

 
Assistants 
Where can Assistants be assigned?  
What is an example of a duty 
assumed by an Assistant? 
Note:  The Assistant title indicates a 
level of technical capability, qualification, 
and responsibility subordinate to the 
primary positions. 

 

 
Technical Specialists 
Where can Technical Specialists be 
assigned? 
 

 

What types of Technical Specialists 
have you worked with on past 
incidents? 

 

 
Agency Representatives 
Where can Agency Representatives 
be assigned? 
 

 

What does an Agency Representative 
do? 
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 The leg of the “P” describes the initial response period:  Once the incident/event begins, the 

steps are Notifications, Initial Response & Assessment, Incident Briefing using ICS-201, and 
Initial Incident Command (IC)/Unified Command (UC) Meeting. 

 At the top of the leg of the “P” is the beginning of the first operational planning period cycle.  
In this circular sequence, the steps are IC/UC Develop/Update Objectives Meeting, 
Command and General Staff Meeting, Preparing for the Tactics Meeting, Tactics Meeting, 
Preparing for the Planning Meeting, Planning Meeting, IAP Prep & Approval, and Operations 
Briefing.   

 At this point a new operational period begins.  The next step is Execute Plan & Assess 
Progress, after which the cycle begins again. 



Unit 3:  Unified Command 

ICS-300 – Intermediate ICS for Expanding Incidents 
September 2011 Student Manual Page 3.7 

Visuals 

 

View the sample agenda on the next page. 

Your Notes 
 

 



Unit 3:  Unified Command 
 

ICS-300 – Intermediate ICS for Expanding Incidents 
Page 3.8 Student Manual September 2011 

Sample:  Initial Unified Command Meeting Agenda 
 

 Statement of specific jurisdictional/agency goals, based on the following overarching 
priorities: 

o #1:  Life Safety 

o #2:  Incident Stabilization 

o #3:  Property Preservation 

 Presentation of jurisdictional limitations, concerns, and restrictions 

 Development of a collective set of incident objectives 

 Establishment of and agreement on acceptable priorities 

 Adoption of an overall strategy or strategies to accomplish objectives 

 Agreement on the basic organization structure 

 Designation of the best qualified and acceptable Operations Section Chief 

 Agreement on General Staff personnel designations 

 Agreement on planning, logistical, and finance agreements and procedures 

 Agreement on the resource ordering process to be followed 

 Agreement on cost-sharing procedures 

 Agreement on informational matters 

 Designation of one agency official to act as the Unified Command spokesperson 
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Transfer of Command Briefings 
A transfer of command briefing must be held by the current Incident Commander, and take 
place face to face if possible.  The briefing must cover the following: 
 Incident history (what has happened) 
 Priorities and objectives 
 Current plan 
 Resource assignments 
 Incident organization 
 Resources ordered/needed 
 Facilities established 
 Status of communications 
 Any constraints or limitations as directed by policies and guidelines 
 Incident potential 
 Status of Delegation of Authority, inherent or specific 

The incoming Incident Commander must ensure that he or she understands the responsible 
agencies’ policies and Agency Administrator’s direction as discussed earlier in this unit.  This 
may be inherent based on the person’s employment or rank, or may be provided by the 
Agency Administrator. 
 

 
Changing Incident Objectives 
 
The incoming Incident Commander, because of depth of experience or a change in incident-
related conditions, may desire to modify incident objectives upon transition of command.  
Changes could be required for the following reasons: 
 
 Change in Agency Administrator goals 
 Change in available resources – kinds or types 
 Failure or unexpected success of tactical efforts 
 Improved intelligence 
 Cost factors 
 Political considerations 
 Environmental considerations 

 
Critical changes should be made immediately, rather than allowing the existing plan to proceed.  
Delayed changes may result in additional control problems, greater loss, and increased 
expense and risk.  However, changes can cause disruptions.  When possible, less time-
sensitive changes should be implemented at the start of the next operational period. 
 
 (Continued on the next page.) 
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Job Aid:  Steps in Assuming Command (Continued) 
 
Making a change does not imply that previous decisions and actions were wrong.  Many things 
can influence the need for change.  The Incident Commander must be assertive but also aware 
of potential risk and safety considerations involved in changes.  Four guidelines to changes are: 
 
1. Implement appropriate safety procedures for all changes.  Before implementing changes, 

the Incident Commander must consider the impact on the safety of responders.  If a change 
in the IAP places responders at greater risk, safety procedures must be changed as well.  

2. Make changes only if you must.  Do not make unnecessary changes to incident objectives 
or the IAP.   

3. Make changes sooner rather than later.  Evaluate the impact of any changes on overall 
operations.  Do not wait beyond the beginning of the next operational period to make 
changes.  If changes are critical, make them immediately. 

4. Ensure that the changes are communicated clearly throughout the organization.  Poor 
communication of changed objectives will reduce the efficiency of the response.  It could 
also increase costs and put responders at greater risk. 


