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Duty Officer Training

Objectives

• IPWMAN Regions

• IPWMAN Benefits

• Who is a Duty Officer?

• Who is SEECOM?

• When is the Duty Officer activated?

• How to respond as a Duty Officer?



Regions Identical to IEMA Regions



IPWMAN Members

The Benefits:

• Access to assets from all corners of Illinois

• First 5 days support provided at no cost

• Standardized operating procedures for disaster response

• Quick and direct access to assets

• One agreement, simplified reimbursement



Mutual Aid Agreement Highlights

• Authority is provided under Illinois law

• One standard agreement signed by each member agency.

• Self renewing after first year with payment of dues

• No obligation to respond

• 12 hour minimum response guarantee

• Can recall resources at any time after first 12 hours

• Reimbursement after 5 days
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Who is the IPWMAN Duty Officer?

IPWMAN Membe

Duty 
Officer

IPWMAN 
Member

Coordination

Collaboration

Communication

IPWMAN Members
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Who is SEECOM?

Tele communicator

Southeast Emergency 
Communications (SEECOM)
100 West Municipal Complex 

Crystal Lake, IL 60039
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Who is SEECOM?

SouthEast Emergency COMmunications (SEECOM)

• SEECOM is the 24 hour call center used by IPWMAN

• SEECOM contact is 1-855-IPWMAN1 (1-855-479-6261) 

• IPWMAN member call SEECOM to request activation
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Who is the IPWMAN Duty Officer?

IPWMAN Members
IPWMAN 
Member
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Duty Officer activation:

• Your phone rings and it’s SEECOM…now what?
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Duty Officer activation:

STEP 1 – HELP NEEDED

• IPWMAN member needs assistance

• IPWMAN member will call SEECOM

• SEECOM will obtain general information

• SEECOM will then call IPWMAN Duty Officer



Duty Officer Training

Duty Officer activation:

STEP 2 – RESPONDING 

• Duty Officer will receive call from SEECOM 

• Duty Officer to obtain contact information of requesting agency

✓ Duty Officer review the IPWMAN Activation Request Form  

✓ Duty Officer review the Response Team Task List (Critical)

• Duty Officer shall then call the requesting agency
✓ Duty Officer inquire the immediate needs from requesting agency

 

Illinois Public Works Mutual Aid Network 

P.O.Box 898 

St. Charles, IL 60174 

630-443-8145 

www.ipwman.org 

 

   

2019 IPWMAN Call Center 

Duty Officer Schedule 

September 2019 - December2019 

 
Month                         Primary                                 Secondary 

 

 

September             Elias Koutas                        Tim Neargarder 

                              Region 4                               Region 4  

                              847-894-0084                       224-430-8147    
 

 

October                  Gary Holm                          Vince Kilcullen      

                               Region 3                              Region 3   

                               630-352-6191                      847-456-5307 

 

 

November              Betty Harrison                      Scott Schweda 

                               Region 4                               Region 3 

                               224-588-2395                       847-561-6929 

 

 

December                Kelly Kerr                           Joe Cronin 

                                Region 4                              Region 3 

                                847-815-3892                      815-651-9976 
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Duty Officer activation:

STEP 2 – RESPONDING

IPWMAN 

Statewide

Duty Officer Roster
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IPWMAN Activation Request Form 

Duty Officer activation:

STEP 2 – RESPONDING
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Response Team Task List (Critical)

Duty Officer activation:

STEP 2 – RESPONDING
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Response Team Task List (Critical)

Duty Officer activation:

STEP 2 – RESPONDING



Duty 
Officer 
Training

Response Team Task List (Critical)

Duty Officer activation:

STEP 2 – RESPONDING
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Response Team Task List (Critical)

Duty Officer activation:

STEP 2 – RESPONDING
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Duty Officer activation:

STEP 3 – NOTIFICATION 

• Duty Officer review SEECOM IPWMAN Activation Request Form
• Requesting Agency Name

• Situation (Traffic Control, Tree Removal, Flooding, etc.)

• Mission (Barricades, Clearing Streets, Sandbagging, etc.)

• Resources Needed (Team A-P) review and decide what regions to send notification

• Duty Officer to call SEECOM to complete the IPWMAN Activation Request

• SEECOM will then email the IPWMAN Activation Request to selected Regions

• Duty Officer shall call SEECOM 
✓ once the request of resources have been fulfilled 

✓ if any changes or additional resources are needed
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IPWMAN Activation Form
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When is the Duty Officer activated?

STEP 4 – COORDINATION 

• Duty Officer be prepared for calls/emails from responding agencies

• Duty Officer to take detailed notes from responding agencies

• If feasible, a site visit to the impacted area is recommended

• Meet the impacted agency staff/elected officials

• Meet some of the responding agencies on site

• Tour of the impacted area and take photos  



Duty Officer Training

When is the Duty Officer activated?

STEP 4 – COORDINATION 

• Duty Officer track all responding agency 
resources:
• Agency Name

• Contact Name/Number

• Resource Response Team

• Dates of Response

• Employees Name(s) 

• Employees Contact Information

• Arrival Time/Departure Time

• Duty Officer to provide responding agency 
logistics:
• Staging site

• Ask if the IPWMAN response team is needed

• Impacted agency contact information

• Responding agency responsible for PPE

• Provide special instructions as necessary
• Food, Fuel, Safety, Ingress/egress, Etc.
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When is the Duty Officer activated?

STEP 5 – DOCUMENTATION 

• Title: (name of the event)

• Afflicted Member

• Request for Aid Warranted:

• Region(s) Notification Sent To: 

• Nature of Incident:

• Time of Original Request:

• Time of SEECOM Notification:

• Time County EMA Contacted

• Time Stricken Member Contacted:

• Time of Mass Notification Request
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When is the Duty Officer activated?

STEP 5 – DOCUMENTATION 
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When is the Duty Officer activated?

STEP 5 – DOCUMENTATION (Getting Started on Website Data Entry) 

• Create New Incident

• Type of Assistance Requested

• Location Information

• Contacts



Duty Officer Training

When is the Duty Officer activated?

STEP 5 – DOCUMENTATION (Getting Started on Website Data Entry) 

• Verify access to the Duty Officer Desktop within the IPWMAN website

• Click “Create New Incident”
✓Fill in the fields as time allows onto the IPWMAN website
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Login as the 

Duty Officer
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When is the Duty Officer activated?

STEP 5 – DOCUMENTATION (Getting Started on Website Data Entry)

Take copious notes when communication with responding agencies

• Click “Type of Assistance Requested”
✓Fill in the fields as time allows onto the IPWMAN website

• Click “Location Information”
✓Fill in the fields as time allows onto the IPWMAN website



Duty Officer Training

When is the Duty Officer activated?

STEP 5 – DOCUMENTATION (Getting Started on Website Data Entry)

Click “Contacts”
✓Fill in the fields as time allows onto the IPWMAN website

Use drop down menu – typically  the Duty Officer is the “Incident Primary Contact”



Duty Officer Training

When is the Duty Officer finished?

• Confirm with the requesting agency no additional resources are needed

• Request a summary of the response and financials, if available.

• Complete the incident data entry on the IPWMAN website

• Ask any veteran Duty Officer if you have any questions or improvements     
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IPWMAN Owned Resources

• (1) MEOC –Towable Trailer (Washington, IL)

• (2) IPWMAN Response Trailers (TBD)

• (3) Caches of StarCom 21 Portable Radio Kits (12 Radios/Cache)
• Wheeling

• Champaign

• Effingham

• (7) Dell Ruggedized lap top computers

• (8) Large Tool Box Deployment Kits (1 per IPWMAN Region)  
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1 – Mobile Emergency 
Operations Center 
(MEOC)
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2 - Response Trailers
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18 - StarCom Radios
Per Cache
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StarCom Radios
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(8) Large Tool Box 
Deployment Kits
(1 per IPWMAN Region) 



Mutual Aid Procedures 
Requesting & Providing Members

• Members requesting Mutual Aid should call 24hr call center:

1-855-IPWMAN1 (1-855-479-6261) to request activation of network for Mutual Aid 
response

Caller should be prepared to answer several questions about request and provide contact 
information

Contact person will receive call from IPWMAN Duty Officer

• Reimbursement to Providing Members

No charge to recipient for first five days

More than five days provider will be reimbursed by the recipient.

If state or federal funds become available, IPWMAN response costs may be 
reimbursable.



For additional information:

Elias Koutas – Village of Palatine
ekoutas@palatine.il.us
Cell Phone: (847) 894-0084

Kelly Kerr – Village of Hoffman Estates
Kelly.Kerr@Hoffmanestates.org

mailto:ekoutas@palatine.il.us
mailto:Kelly.Kerr@Hoffmanestates.org

