
Logistics Manager (LogM) Job Action Sheet
The LogM is a member of the SpNS Command team with the following responsibilities:
· Providing oversight of logistics support staff and resources
· Ensuring team safety

· Assigning work locations and tasks to logistics support staff
	All Team Members are responsible for:

· Signing In/Out on the Staff Line List

· Completing a Timesheet

· Reviewing the Job Action Sheet for their position, if applicable

· Maintaining safety of shelter


· Report to the Shelter Unit Leader (SUL), and obtain briefings
· Coordinate with command team to establish shelter set-up

· Plan organization of Logistics Area
· Ensure set up of communication equipment and communication checks are conducted

· Establish a traffic flow/parking plan for vehicles with Security/Law Enforcement Officer

· Ensure all signage is in place, including message boards and meal schedule
· Maintain the Special Needs Shelter Log (documenting pertinent SpNS information and activities)
· Brief team members
· Assign logistics staff to set-up the shelter
· Assign logistics staff to set up client registration

· Assign logistics staff to set up staff sign-in area 

· Ensure maintenance of staff and volunteer line list

· Advise SUL on current service and support capabilities

· Identify service and support requirements for planned and anticipated operations
· Assign logistics staff to assist the SpNS clients in the shelter 
· Designate logistics staff to maintain an inventory and to control distribution of supplies
· Implement deactivation procedures when informed by SUL

· Ensure that all supplies and equipment are returned after shelter deactivates
· Implement a system for marking, tracking and returning client equipment, supplies and medication(s)

· Establish a lost and found tracking system  
· Assign logistics staff to close the shelter 
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