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Urban Forest Strike Team(s) are designed to operate within the Incident Command System (ICS) and therefore much of the organizational 
structure and function will be dictated by that system. However, the role of the state forestry agency and particularly the state U&CF 
Coordinator may be unique to this ICS specialty and implementation (see Coordinator Checklist and Narrative for details). 

Proposed Organizational Chart (Team)1: 

Team Leaders (TL) run the on-site response operation on a day-to-day basis. A team will usually consist of up to 5 crews. When multiple 
teams respond concurrently, then one TL will act as Group Supervisor if none has been established for the incident. 

 
1 See UFST Glossary for detailed descriptions and explanations of terms used. 
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Proposed Organizational Structure (Division/Group): 

 

 

 

 

 

 

 

 

 

 

 

 

 

Where teams are deployed consecutively, the out-going TL and Coordinator (and Division/Group Supervisors as appropriate) will always 
brief the in-coming TL who arrives at least 1 day before the new UFST crews. 
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The Team Leader “pre-deployment checklist” includes 5 activities. Not all of these will be appropriate for all incidents and it assumes that TLs 
have sufficient notification before crew mobilization to accomplish these tasks. This is a critical step in mobilization and it should be a rare 
event that doesn’t provide time for this to occur: 

1. The Team Leader Task Book (UFEL), items 1-4, functions as a sub-checklist for Team Leaders prior to deployment. 
2. Make contact with the state U&CF Coordinator (and/or out-going Team Leader) to determine status of their “checklist” and identify 

any significant deficiencies in community involvement or support. Discuss travel and accommodations for crews. Set date for TL pre-
crew mobilization visit and briefing. 

3. Inspect the “Toolbox” before your agency prepares it for shipment. Make certain that you have appropriate purchasing capability 
as requested by the resource order for consumables not included in the toolbox (e.g. paint, water, routine office supplies). 

4. As soon as crew members have been identified, review their training and incident response history at www.UFST.org. You will be able 
to print a report for each crew member that includes contact information and UFST history. 

5. Contact Urban Forestry South or the USDA FS regional office in Atlanta regarding the IT Toolbox, additional Team Toolboxes and 
cellular telephone shipments to the incident command center or state U&CF Coordinator. 

http://www.ufst.org/
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Team Leader – Pre-Deployment 

 Date Activity Actions/Results  

  Review items 1 - 4 of the UFEL Task Book.  1 

  

Contact U&CF State Coordinator and/or current Team Leader to check 
on status of local liaison actions: 

▪ Disaster scale 
▪ Contacts 
▪ Preliminary actions taken 
▪ Facilities, and support 
▪ Crew accommodations, travel 

 2 

  Inspect the “Tool Box” content against checklist; Plan for local purchases.  3 

  
Review UFST list of respondents at www.UFST.org: 

▪ Contact information 
▪ Training & response history 

 4 

  

Confirm equipment shipments: 
▪ State UFST “Toolbox” (i.e. Supports 5 crews) 
▪ Additional regional “Toolboxes” (i.e. Contact UFS at Athens) 
▪ Regional “IT Toolbox” 
▪ Cellular phones (i.e. From UFS at Athens) 

 5 

http://www.ufst.org/
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The Team Leader “deployment checklist” includes 9 activities. Not all of these will be appropriate for all incidents. This is the checklist for the 
pre-crew mobilization visit: 

1. The Team Leader Task Book (UFEL), items 5 & 6, function as a sub-checklist for Team Leaders prior to deployment. 
2. The first Team Leader (TL) to respond to the incident should probably arrive at least 2 days before crews are scheduled. This will 

depend somewhat on community support and work that the U&CF Coordinator has accomplished; the TL check-in with the 
Coordinator (task #2, Pre-Deployment Checklist) will help guide this decision. Subsequent TLs to the incident will probably only need 
1 day before their crews arrive unless the command center is being relocated, or community support is changing. The most 
important function of this pre-visit is to get a complete briefing from the Coordinator (or out-going TL) and fully understand the 
objectives and status of the incident response. 

3. Review the standard UFST protocols appropriate for this response. 
4. And, determine how protocols will meet the community’s objectives as stated. 
5. The first TL will either work with the Coordinator, the community, Urban Forestry South, state forestry agency GIS, and/or the GIS 

Specialist assigned to the incident to assemble data and prepare a base map for the incident project. The base map will support 
community reporting, UFST crews (i.e. daily progress maps), and FEMA debris reimbursement requests (by the community). For street 
tree risk assessments and debris estimation the street centerline layer is a minimum requirement. Obtaining this data from the 
community or regional planning agency is preferable to using Tiger® files from the US Census. All other layers are important, but not 
absolutely necessary. For park or campus risk assessments building footprint, edge of pavement, sidewalk, and other infrastructure 
layers can be extremely helpful and every effort should be made to obtain this information if available. When all else fails, NAIP 
photography from your state’s GIS clearinghouse is useful (but not an exact substitute). For any GIS data obtained make certain that 
you get the metadata for each layer; specifically you will need the 1) projection, 2) datum, and 3) lineal units (i.e. meters or feet). 
When GIS layers are in a “geographic projection” this indicates that the spatial data is in decimal degrees (DD; i.e. Lat/Long) and 
datum will be the only metadata attribute needed. Other metadata (of less importance) is the source of the data and history of its 
development. See “Team Leader’s Guide to GIS & GPS” for details. 

6. Also develop (or review) the disaster area GIS layer that will define and prioritize UFST crew work on the incident. If the area being 
assessed does not have a distinguishable boundary (e.g. a park boundary), then this must be developed even if the level of 
accuracy is limited. 

7. Unload the IT Toolbox (or equipment assembled for the incident) and get all equipment charging and running. If an IT Specialist is 
assigned, assist them to get a good understanding of the IT components and operation (e.g. especially network connections, 
Internet access, and printing). On GPS units there should be only 1 data dictionary and all previously collected data should be 
deleted. Set file prefix to a unique GPS unit designation, for example R1U, R2U, etc.. 

8. Using the standard (or most recent) UFST data dictionary (or data collection forms), develop data collection specific to this incident 
and community. If using GPS units, load the data dictionary onto all units. Important: Field test both paper-based and GPS data 
collection systems. 
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9. Using the UFST “Project Creation Checklist & Guide”, create or review the incident response project for this community. For paper-
based protocols this will include a filing system, and for GPS-based protocols this will include the necessary laptop PC folders for 
efficient handling, processing and archiving of data collected by the crews. 
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Team Leader – Deployment 

 Date Activity Actions/Results  

  Review items 4 - 6 of the UFEL Task Book.  1 

  

Arrive 1-2 days before crews to meet with State Coordinator, city 
personnel, FEMA representatives, or… 
Meet with out-going Team Leader, State Coordinator, city personnel, 
FEMA representatives for briefing. 

 2 

  

Determine/review appropriate UFST protocol(s): 
▪ Debris estimation 
▪ Risk 
▪ Risk & FEMA debris 
▪ Tree planting 

 3 

  Review community objectives vis-à-vis UFST protocols.  4 

  

Get/review GIS data (or, work with GIS Specialist): 
▪ Street centerlines 
▪ Community boundary 
▪ Park boundaries 
▪ NAIP Photography 
▪ Building footprints 
▪ Sidewalks 
▪ Park amenities (i.e. Infrastructure) 
▪ High resolution aerial photographs 

 5 

  
Create/review disaster area GIS layer(s): 

▪ Review progress 
▪ Establish priorities 

 6 

  

Organize and prepare equipment for crew arrival: 
▪ Laptops 
▪ GPS units 

 One data dictionary (UFSTcurrent) 
 Remove all previous data 

▪ Cell phones 

 7 

  Create/review GPS data dictionary.  8 

  Create/review response project file structure on laptop.  9 
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The Team Leader “incident checklist” includes 6 activities. Not all of these will be appropriate for all incidents. This TL checklist covers initial 
crew briefing and daily activities: 

1. The Team Leader Task Book (UFEL), items 7 - 14, function as a sub-checklist for Team Leaders once deployed with crews on-site. 

2. New crews arriving to the incident should have an initial briefing that covers expectations of conduct, safety (specific to this 
response), introduction to the community, and a review of the PIO’s Incident Summary. The objective of this briefing is to get 
everyone “on the same page”. 

3. Distribute equipment and complete equipment logs (ICS form). Conduct a refresher on data collection (with specific attention to 
incident modifications). 

4. The “short list” of daily TL activities. 

5. Keep the Coordinator and community abreast of progress, problems, and modifications to the planned incident response. If crews 
locate “trees of extreme risk” to the public, the community should be notified with recommendations for immediate action (i.e. 
restrict access or remove) that includes a recommended deadline that is risk-based and appropriate for the community’s staff and 
the public at-risk. Team Leaders should probably reinspect each of these trees in the field and photographically document the 
hazard. 

6. Copies of daily progress maps, reports, memos, and “extreme risk” tree lists should be posted on the UFST website to document the 
project. Upload photographs of crews and disaster damage as time permits. See “Incident Response and www.UFST.org”. 
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Team Leader – Incident Activities 

 Date Activity Actions/Results  

  Review items 7- 14 of the UFEL Task Book.  1 

  

Crew member briefing: 
▪ Code of Conduct 
▪ Safety 
▪ Liability issues 
▪ Community & incident orientation 
▪ Review Coordinator’s (PIO) incident summary 
▪ Complete all ICS forms applicable 

 2 

  
Distribute and monitor equipment usage by crews. 

▪ On-site training (refresher) 
 3 

  

Daily Activities: 
▪ Safety 
▪ Crew briefing and assignments 
▪ Support crews & equipment 
▪ Community liaison & PR (as PIO requests) 
▪ Download data from GPS units 
▪ Create shapefiles and send to GIS Specialist 
▪ Create backup of all data 
▪ Update progress map 
▪ Debrief crews at end of day 

 Complete ICS forms as applicable 
▪ Make “blog” entries at www.UFST.org (the public “face” of UFST) 

 4 

  
Brief State Coordinator and community (as needed) 

▪ Report progress 
▪ Identify trees of extreme risk 

 5 

  

Update www.UFST.org with digital copies: 
▪ Maps (daily progress) 
▪ Reports (draft and final) 
▪ Archive data to www.UFST.org 
▪ Photographs 

 6 

http://www.ufst.org/
http://www.ufst.org/
http://www.ufst.org/
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The Team Leader “demobilization checklist” includes 5 activities. Not all of these will be appropriate for all incidents. This TL checklist 
identifies tasks for handing over TL responsibilities to an in-coming TL or when the incident response is completed: 

1. The Team Leader Task Book (UFEL), items 15 & 16, function as a sub-checklist for Team Leaders that are demobilizing crews. 

2. Account for crew equipment and update the appropriate ICS form; as authorized, sign off on crew members UFES Task Books. The TL 
will either brief the Coordinator and community or in-coming TLs as appropriate. Prior to shipping your state’s UFST Toolbox back, 
replenish consumables or arrange for that to be done when received. 

3. Update the final project report (or complete if incident response is ending). 

4. Make any final update at UFST website (or do this during the week following demobilization). This should include an update to each 
crew member’s “Response History”. Alternatively, have each crew member update their UFST contact information including 
“Response History”. 

5. If you are the last TL on the incident, you will make a final presentation of reports and data to the community (or assist the 
Coordinator). This final briefing may include PR events as arranged by the PIO or community. 
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Team Leader – Demobilization 

 Date Activity Actions/Results  

  Review items 15 - 16 of the UFEL Task Book.  1 

  

Final Team Leader debriefing: 
▪ Process equipment returns (ICS log) 
▪ Sign UFES Task Books for crews 

 Update crew “Response History” at www.UFST.org 
▪ Debrief State Coordinator and community 
▪ Brief in-coming Team Leader 
▪ Pass along “Incident Project” notebook with copies of all 

checklists, daily project maps, and interim reports 
▪ Replenish “Toolbox” 

 2 

  Update project (in-progress) report.  3 

  

Make final www.UFST.org updates/additions 
▪ Data 
▪ Report 
▪ Maps 

 4 

  Final presentation to State Coordinator and community (if last team).  5 

 

http://www.ufst.org/
http://www.ufst.org/
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Other Related UFST Documents: 

 UFST Code of Conduct 

 Glossary of Terms for UFST 

 Priority of Response 

UFST Toolboxes: 

 UFST Team Toolbox Content 

 Regional IT Toolbox 

UFST Technical Guides & Specifications: 

 Description of Modified Williamsburg Data Dictionaries 

 Project Creation Checklist and Guide 

 Team Leader’s Guide to GIS & GPS 

 Incident Response and www.UFST.org 

 

http://www.ufst.org/

