



	INCIDENT COMMAND SYSTEM

ICS POSITION:  CALL CENTER/PUBLIC INQUIRY LINES GROUP SUPERVISOR


	JOB ACTION SHEET

Call Center/Public Inquiry Lines Group Supervisor: Responsible for the establishment of call-in centers for the reporting of the dead and inquiries into the welfare of individuals. 

A. Description of Duties 

1. Reports to the Mortuary Affairs Branch Manager.

2. Receives all reports for missing persons and death related information from citizens, hospitals, and other medical treatment facilities as well as vital records offices. 

3. Ensures Investigation and Recovery Teams receive all reported scenes of death information.

4. Ensures the completion of all required reports and maintenance of records especially all missing person’s reports which are required to be maintained by law enforcement in accordance with Ohio law. 

5. Collects all reports of patient admissions and transport for the purposes of clearing the official missing persons list and the reunification of family members. 

6. Supports the investigative missing persons and family reunification supervisor with data, personnel and records maintenance. 

B. Some recommendations to consider: 

1. A separate phone line for missing persons and reports of deaths may be utilized to free 911 operators for live safety activities. 

2. Police have the knowledge, skills and expertise to manage the missing persons units established. They also have a legal responsibility to take reports of missing children without delay, enter the information into the LEADS system which transfers information to the Ohio Missing Children’s Clearing House managed by the Ohio Attorney General’s Office. 

3. Hospitals and other established in-patient medical treatment facilities should be encouraged to visualize patients official government identification cards before admission or treatment, and to report their patients by name and other data to the call center. By centralizing this function, hospitals could be assisted in reuniting families, and notifying the NOK of illness/death. 
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