	SEAT Manager’s Briefing Checklists

	Agency Briefing
This side of the checklist as a guide to obtain information about the local area prior to conducting any operations.  The categories listed below are the key items the SEAT Manger will need to brief the in-coming contractor personnel.  
	Fixed Wing Base Operator (FBO) Briefing
This side of the checklist as a guide for obtaining information about conducting operations at the airport.  

	Dispatch :
· Dispatch “Call Sign” and contact information
· General operating hours
· Access into Dispatch
· Aircraft dispatch procedures

· Flight following procedures

· Support vehicle resource tracking

Crash Rescue:

· Crash rescue procedures (on / off airport)

· Capabilities of responding units for aircraft fires 

· Type of EMS resources available (ground / air)

· EMS response time to airport

· Nearest hospital / trauma / burn center
Logistical Support:

· Procedures for providing 

· Required documentation for supply orders
· Procedures for delivering supplies

Maps:

· Aerial hazard map

· Operations area / boundary map

· Remote base / alternate airport locations

Aviation Plans:

· SEAT Base Operating  Plan (SEAT-Plan-001)

· Briefing packets

· Other local operating plans

Communications:

· List of frequencies and repeater locations 

· Suggested program frequency list for aircraft

Administration:

· Type of contract 

· Billee codes /  Management codes

· Routing of documentation

· Timesheets

Current Situation at the SEAT Base:

· Current aviation resources assigned to the area

· Current summary of on-going fires

· Overview of weather and fire behavior 
	Agency Information:
· Local point of contact for SEAT operation
· Chain of command  for the base

· Local area concerns and constraints 

  SEAT Base Facilities:

· MOU / Agreements

· Base facilities (restroom, kitchen, etc. )
· Radio / cell phone coverage

· Equipment at the base (fax, copier, etc)
· Internet access availability

· SEAT base security assessment

· Access to base facilities (keys /locks, etc)
· Parking available at base

· Overflow parking area

SEAT Operations:

· Jettison area  

· Water sources available

· Types of retardant /suppressant products used

· Appropriate  refractometer reading for retardant 

· Inventory for retardant /suppressant products

· Trigger points for re-ordering products

· Overview of  tanks, supply lines and pumps

· Pump maintenance requirements  (oil, seals. etc)
· Recirculation procedures

· Rotation sequencing

  RAMP:

· Aircraft entering / exiting  the pit area 

· Support vehicle parking on the Ramp

· Required PPE and safety equipment on Ramp

· Ramp operations frequency

· Wash down and maintenance area 

· Containment barriers availability

· Spill mitigation  procedures

Daily Routines:

· Normal duty hours

· Procedures for daily briefing / debriefings

· Briefing materials (weather, sit reports, etc)
· Lunch scheduling (low / high fire activity)
	General Airport Information:
· Contact information for the airport 
· MOUs or Agreements

· Fueling procedures (24 hours)
· Usages Fees 

· Tie down availability / parking
· Airport access (24 hours)

· Airport Security

· Crash rescue procedures for airport

· Jettison area 

· Limitations (weight / runway length)
· Hot loading acceptability 
Discuss the following concerns with the FBO:
-Conduct a pre-use inspection of the site with the FBO.  Relay any concerns using agency for mitigation. 

-Discuss options for expanding the SEAT base .
-Have the FBO identify areas on the airport that may have restrictions pertinent to your SEAT operation.
-Ensure the SEAT operation will not adversely impact the
  public or the general aviation operation.  

-Ask the FBO to establish the traffic route across the
  airport facilities to be utilized by SEAT base personnel.  

-Have the FBO identify a washing down area for the 
  aircraft.  Ensure the drainage does not adversely affect 
  the airport facilities. 

-Verify any known dates of events scheduled at the
  airport that may affect future operations. 

-Establish a daily check-in procedure with the FBO.
-Relay your current plan for developing the SEAT base to
  the FBO for approval including: providing shade, 
  restroom facilities, trash hauling services, public access 
  concerns, security mitigation, water and retardant 
  storage, and logistical support needs. 

-Ensure the proposed or current SEAT base site is not
  impacting their daily business. 




