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Worksheet 3: Incident Management Team Chart 
Disclaimer 
The information in this document is based on the current understanding of the issues presented. It 
does not necessarily apply in all situations, nor do any represented activities ensure complete 
protection as described. Although reasonable efforts have been made to ensure that the 
information is accurate and up to date, the publisher, Canadian Conservation Institute (CCI), does 
not provide any guarantee with respect to this information, nor does it assume any liability for any 
loss, claim or demand arising directly or indirectly from any use of or reliance upon the information. 
CCI does not endorse or make any representations about any products, services or materials 
detailed in this document or on external websites referenced in this document; these products, 
services or materials are, therefore, used at your own risk. 
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Introduction 
The Emergency Response Planning Manual describes five tasks that provide heritage institutions 
with a structured approach to building an incident management team. This worksheet can be used 
to complete task 4 called “Assign people to roles.” 

Instructions 
In a group meeting, discuss who could best contribute to an incident management team as leads 
and alternates. Once you have established your team, record the role names, team member 
names and their responsibilities in this worksheet, as follows: 
 Enter the role names of your incident management team in the first column. Use the role 

names suggested in Table 6 in the Emergency Response Planning Manual or others that 
work better for your institution. 

 List the emergency response objectives that each team member is responsible for in the cells 
beside each role name, Use Table 6 in the Emergency Response Planning Manual as a 
guide and take into account team member skill sets. 

 Fill in the names of the people assigned to each role, one lead and one alternate. Try to 
assign different people to each role or alternate position. 

Once you have decided who will be on the team and what roles they will play, both leads and 
alternates, complete task 5 by recording the information and related contact information in your 
emergency plan. Follow the instructions below if you are using the Emergency Plan Template: 

 Select “Incident management team” in the table of contents to jump to the incident 
management team table. 

 Delete rows that are not needed for the number of roles in your team. 
 Modify the role names if you have chosen names that are different from those suggested. 
 Add the names of the leads and alternates for each role. 
 Add their contact information. 

https://www.canada.ca/en/conservation-institute/services/preventive-conservation/response-planning-heritage-institutions/emergency-response-planning-manual.html
https://www.canada.ca/en/conservation-institute/services/preventive-conservation/response-planning-heritage-institutions/emergency-response-planning-manual.html#task4
https://www.canada.ca/en/conservation-institute/services/preventive-conservation/response-planning-heritage-institutions/emergency-plan-template.html
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Worksheet 
Incident management team chart 

Role name Responsibilities  
(emergency response objectives) 

Lead  
assigned to role 

Alternate 
assigned to role 
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For the conditions of use and reproduction of these resources, consult the section “Ownership and 
usage of content provided on this site” on the Terms and conditions page for the Canada.ca 
website. 
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