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Mission Staff Checklist Library



Mission Profiles

Checklist Templates can be built to support various 
mission profiles.  At the beginning, several position 
checklists for FEMA-All Hazards mission will be available in 
this library.

CACTUS Admins will be able to build checklists for various 
mission profiles that are commonly encountered by Civil 
Air Patrol



FEMA Checklists

So far, these checklist 
templates have been built 
these four mission staff 
position.  Additional positions 
can be added on demand.    
These templates can be copied 
into CACTUS missions to enable 
mission staff to follow the 
checklist and annotate with 
important information 
including completion time.



FEMA IC Checklist (part)



Create an IC checklist from the FEMA 
Template

Manager access is required to add a checklist to a mission.  
Typically, IC and PSC have this permission.

Each staff position can have a checklist for each staff position at 
each command post for each operational period.



Choose Checklist Templates for a scenario:

The IC or PSC can create position checklist by 
choosing checklist templates by scenario.  
Overtime, we will add scenarios and adjust 
checklist to meet the needs of mission staff and 
the mission profile.

This step copies the contents of one or more 
checklist templates to a staff position for the 
specific position, command post, and operational 
period.



Mission staff can view & edit checklist

Each staff position can have a checklist for each staff position at 
each command post for each operational period.



Position Checklist

These four staff members have a pre-built 
position specific checklist for Redrock command 
during the current operational period:



OSC checklist from the FEMA All-Hazards OSC 
checklist:



This section shows the checklist items copied from 
the template.  These are not editable in this 
checklist.



This section show the status of each item on the checklist.  The user 
can change the status from None -> In Progress -> Complete.

This information is stored in the CACTUS database and is viewable by 
other members of mission staff.

Currently this information is not written to the Unit Log (ICS214) but 
this may change based upon user feedback.



This section show the number of notes that have been added to each 
line item in the checklist, by whom, and an action button to add 
another note.

This information is stored in the CACTUS database and is viewable by 
other members of mission staff.

Currently this information is not written to the Unit Log (ICS214) but 
this may change based upon user feedback.



Add a note

Add one or many notes to each line item in 
the checklist.  Notes are time stamped and 
marked with the author’s identity.



A new note:
Notes are displayed in-line in the checklist.  Note the author’s name and the timestamp occur on the line 
with the note.  Currently, notes are limited to 1024 characters; however, this is negotiable.

An item on the checklist can have many notes.  There is no specific limit.



Many notes on a single checklist line item:



Good To Know

• Admins can edit checklist templates (or will be soon).

• Managers (IC, PSC) can add checklists to the mission by importing 
from a checklist template appropriate for the mission profile.

• Each mission staff position can have a separate checklist for each 
command post (or facility) for each operational period.

• The checklist items are not editable, except in the Template.

• Changes to the checklist are not written to the Unit Log, but this is 
debatable.

• All mission checklists are viewable and editable by every CACTUS user.



Action

• Encourage Admins to improve the available Checklist Templates.

• Encourage ICs and PSCs to setup the mission checklist.

• Encourage mission staff to use the checklist, and feedback critiques of 
the checklist template.
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