ANNEX A:   ORGANIZATIONAL COMMAND STRUCTURE
1.0
INTRODUCTION
1.1
PURPOSE

This Annex presents the organizational management concepts endorsed by the RRT for emergency response.  It is the policy of RRT 4 that the responding OSC(s) will, when appropriate,  integrate into an existing ICS if consistent with requirements of this Plan and when directing response under the National Response System, provide for meaningful participation of the local, state, and tribal responders and the Responsible Party by establishing a unified command system.

1.2
SCOPE

This Annex covers the command responsibilities, functions and operations of the responders within the National Response System.  The emphasis is on the role of Environmental Protection Agency On-Scene Coordinators (OSCs) conducting a response in the Inland Zone of Region 4.  This includes response to oil spills on inland rivers, which include those portions of the Ohio and Mississippi Rivers that lie within the boundaries of Federal Region 4.  Additional emphasis is placed on the OSC=s role in response to hazardous substances releases in the coastal zone that affect or may potentially affect the inland zone and coordination with the US Coast Guard OSCs.

1.3
ANATOMY OF AN OIL OR CHEMICAL EMERGENCY RESPONSE
Response actions during incidents involving oil or hazardous materials often are directed toward two separate but related areas of threats or impacts.  These are:

(1)
Public Safety:  A response to manage the emergency conditions caused by the release of the material which directly threatens the lives of people at risk. (i.e., threats to public safety and property).  This response is usually made by local first responders to the extent of their resources.

(2)
Public Health and Environmental: A parallel response to "manage" (contain, cleanup, remove, dispose etc.) the released substance that is causing the emergency. 

Every incident involving the discharge of oil or the release of hazardous substances, no matter how small or how big and complex it becomes, begins as a local incident.  The first responders on-scene are local public safety (fire, law enforcement, emergency medical) agencies and officials regardless of the magnitude of the incident.  Their first goal is the same as the first goal in the NCP=s Anational response priorities@: the preservation of human life.  They are in effect Amanaging the emergency@.  In many communities, a hazardous materials team capability exists which allows first responders to begin managing the materials causing the emergency.  Many times, these initial operations are sufficient to mitigate the incident to its conclusion.

A discharge of oil or a release of a hazardous substance(s) may pose multiple threats.  They may impact public safety, public health and welfare, property or the environment.  When the situation requires a response to manage environmental and public health protection that exceeds the capability of the local first responders and the responsible party (spiller), state environmental agencies and the OSC assume a more proactive role.  Local response personnel continue to manage public safety issues and provide support and assistance to the State and the OSC within their capabilities.  In an incident during which this plan is activated and a federal OSC response is required, a multi-organizational response network will be needed to meet the varied demands of the situation.  Included in this network are resources of the Federal, State and local governments, the responsible party and in some cases volunteer groups and individuals.  

2.0
DIRECTION, CONTROL AND COORDINATION
2.1
OSC AUTHORITY AND RESPONSE MANAGEMENT

The OSC is the predesignated Federal official, operating at the scene of an oil or hazardous substances incident in accordance with executive powers delegated through law, regulation, executive orders and agency delegations.  The NCP clearly designates the OSC as the Nation=s exclusive manager of spills of oil and hazardous substances under the National Response System (NRS) and charges the OSC with the responsibility  for ensuring immediate and effective response to a discharge or release.  The basis under which response to discharges of oil and releases of hazardous substances is undertaken is the NRS .  Under the NRS, a major duty of the OSC is to coordinate with state and local response organizations.

2.2
COMMAND GUIDANCE AND POLICY
Inland Regional Response Policy:
It is the policy of the Region 4 RRT that response actions on non-Federal lands should be monitored or implemented by the most immediate level of government with authority and capability to conduct such activities.  In the inland zone, the initial response is typically implemented by local government first responders (fire, law enforcement, emergency management agencies).  The Region 4 RRT recognizes that local government is a key emergency response mechanism to protect public health and the environment for most emergencies under the NRS.  They are usually the first to arrive at the scene and take immediate actions under their specific authorities to issue evacuation or shelter-in-place orders, initiate fire and law enforcement actions and care for casualties. Local responders  are familiar with and will likely establish an incident command system.

When incident response is beyond the capability of the local/State response and/or federal response is necessary, U.S. EPA or USCG OSCs are authorized to take response measures deemed necessary to protect the public health or welfare or the environment from discharges of oil or releases of hazardous substances, pollutants, or contaminants.  The need for Federal response is based on evaluation by the Federal OSC following NCP criteria.

The intent of this plan as well as the NCP is not to characterize the OSC as an Aemergency responder@.  Practical considerations such as the size of this eight state  regional area of responsibility makes an immediate on-scene presence of a federal OSC unlikely. Receipt of the notification of the event and mobilization of the responding OSC from the Atlanta EPA Regional office may prevent an OSC from arriving on-scene in the first eight to ten hours following receipt of notification.  The arrival of response resources deployed by the OSC may take even longer.

It is EPA Region 4=s policy that responses by EPA OSCs will follow the Region=s General Guidelines for Response laid out in Annex B to this plan.  These are guidelines, not directives, and are used only to standardize the consistency of responses.  The decision to mobilize a response is made by the Telephone Duty OSC using the framework of this plan and his/her assessment of the circumstances of each reported incident.

2.3
INCIDENT COMMAND SYSTEM
The NATIONAL RESPONSE SYSTEM creates the organization and the overall coordination mechanisms for conducting multi-agency and multi-jurisdictional response operations.  The NRS satisfies the requirements for an ICS under 29 CFR 1910.120, and it is always used during federal responses to incidents involving oil or hazardous substance discharge or release.  The Incident Command System is a functional organizational structure for use by the NRS organizations for the tactical management of emergencies.  The goal of the ICS Unified Command structure is to reach consensus whenever possible, where the OSC always retains the authority to take all actions that he or she deems appropriate.  The emphasis during response is on coordination, rather than a more rigid system of command and control.  The OSC, the state/local government representatives, and the responsible party all are involved with varying degrees of responsibility, regardless of the size or severity of the incident.  

The OSC in every case retains the authority to direct the spill response, and must direct responses to spills that pose a substantial threat to the public health or welfare of the Unites States.  In many situations, however, the OSC will chose to monitor the actions of the responsible party and/or state/local governments and provide support and advice where appropriate.  The response management structure described here does not attempt to prescribe a specific item-by-item functional description concerning where particular organizations or individuals fit within a single response structure for a given response.  Developing, adopting, and implementing a response management system, such as a unified command system, is the responsibility of the OSC and the Area Committee through development of specific area contingency plans.  This Regional Area Contingency Plan leaves that responsibility up to the individual Area Committees where established and approved ACPs where an approved ACP exists.  Otherwise the ICS described in Section 105 is to be utilized. It is the expectation of the RRT that additional sensitive areas ACPs and/or supplemental planning documents will be developed for sensitive areas in Region 4.  Supplemental planning documents will be incorporated as Annexes to this plan.   Sensitive Area ACPs will also be annexes to this plan, and will be stand alone documents.  The response organization in an ACP must be designed to recognize two basic facts: (1) All key players in the response management structure may have job responsibilities in addition to response and preparedness, and (2) some of these responsibilities fall outside the scope of NCP and thus would not be subject to the response structure described in the ACP.  Based on these facts, an area=s response management system should recognize that the key players will maintain a separate internal response management infrastructure during a response.  

The goal of the area=s response management system is to identify how those participating in the response management structure can best communicate and coordinate with each other for planning, logistics, finance, operations, and communications to ensure effective response coordination.  Because the key players differ from area to area, the RRT is giving Area Committees and OSCs the flexibility to tailor an ICS to their basic organizations for the specific area.  Once an ICS is selected in an approved ACP, that system will be used for responses in the ACP area of responsibility.

For Areas not covered by a separate approved ACP, this RACP mandates use of the NIIMS based ICS, as appropriate (Section 105 of this Plan).  This ICS identifies five functional areas for response operations.  These areas are COMMAND, OPERATIONS, PLANNING, LOGISTICS AND FINANCE.  In a traditional ICS structure, such as might be found at the local level during the first few hours of an emergency, the Command function is handled by an Incident Commander (IC),  who, in many cases is predesignated by the local emergency operations plan.  The IC, supported by a command staff and the other units of ICS,  directs the efforts of the responding organizations to include outside local responders participating under mutual-aid agreements.

Federal law requires implementation of a site-specific incident command system at all emergencies involving hazardous substances by the senior emergency response official responding (29 CFR 1910.120 (q) and 40 CFR 311).

The Region 4 RRT recommends and encourages local officials to establish an ICS at all incidents involving spills of oil or hazardous substances as required by 1910.120.  The ICS should be initiated by the senior on-scene official of the first response organization to arrive at an incident and should be based on one system agreed upon by all local, State and Federal authorities in each area and consistent with this RACP.   

2.4
SINGLE JURISDICTIONAL AREA RESPONSEtc \l3 "2.4
SINGLE JURISDICTIONAL AREA RESPONSE
2.4.1
Local Responders
The focus of local responders is usually directed toward abating immediate public safety threats.  The degree of local response will depend upon the training and capabilities of local responders relative to the needs of the specific emergency.  In some cases this may be using hazard awareness training knowledge to identify the nature and scope of the hazard.  This information is then passed on to State and Federal responders who are activated to address the situation with specific expertise and/or capabilities.  Often local agencies take mitigating actions of a defensive nature to contain the incident and protect the public.  In many instances, Responsible Parties or local agencies are capable of an aggressive response and quick abatement of immediate hazards.  Usually in these cases, local authorities rely on State and Federal responders to assure that cleanup is complete and remediation is technically sufficient.

A major role of local organizations during all emergency incidents is to provide security for all on‑scene forces and equipment.  For large incidents, help is often requested through the State emergency management agencies.  This activity includes establishing local liaison with hospital, emergency services, and police personnel, as well as restricting entrance to hazardous areas to all but essential personnel.

Most classic emergencies begin with a single jurisdiction and will involve several local response agencies.  Establishment of an ICS brings the separate tactical operations of each agency into a management structure led by a single IC.  In most cases involving response to an incident involving hazardous substances, this local effort coupled with the efforts of the Responsible Party, are sufficient to mitigate the incident to its conclusion.

When the incident is large enough or severe enough to exceed the capabilities of the initial response forces or when the nature of the incident generates intense public concerns and information demands, additional organization from higher levels of government and from within the cleanup contractor community become necessary.  In many cases these resources are remote from the incident site and tend to be technical in nature with a focus toward managing the chemical or product causing the situation.  This is especially true for a federal response by an OSC.   The IC should anticipate as much as possible the need for additional resources and request them as soon as possible to minimize the time necessary to mobilize them to the scene.  The RRT emphasizes that it should never be seen as a sign of weakness or unpreparedness to ask for assistance when the existing capabilities are or can be expected to be exhausted.  The OSC has access to sophisticated technical expertise and equipment that can be mobilized to assist in overall mitigation efforts.

 By contrast, fire fighting, evacuation, crowd and traffic control, site security and other public safety issues are typically not within the OSC=s realm of responsibility or authority.  The purpose of a response by an OSC is to deal with the materials involved, not to direct local public safety operations.  Only in extremely rare cases, where local forces are depleted or otherwise unable to continue their duties has an OSC been requested by local officials to assume overall charge of the operation. 

2.4.2
Transition to a Unified Command
Because each responding agency has its own responsibilities and mission requirements and has operation control over its own resources, when an incident necessitates federal response, the ICS must expand to accommodate what is now a multi-jurisdictional, multi-organizational response.  The modular framework of any ICS must allow expansion to this level of response without compromising the advantages of an ICS.  When this expansion occurs, the original IC along with the heads of the other responding agencies, (state incident manager, the OSC and the Responsible Party) transition into a command structure that allows for participation of all parties where the OSC maintains authority.  This becomes the mechanism to make the ICS  operate.  This command structure should promote optimization of combined efforts, eliminate duplication of efforts and allow collective approval of shared operations, logistics, planning and finance, where possible and appropriate.  At best, the command structure should bring together all of the responding organizations to mutually discuss response direction, communications, resources, priorities, objectives, and strategies.  The command structure should provide the organizational structure that becomes the link between responding elements necessary for an effective and efficient response.  In all cases, the OSC retains ultimate decision making authority.

The following roles and responsibilities are examples of commonly shared objectives and tasks within the response management system:

(1)  Public Affairs - Coordination and release of all media releases, community fact sheets and the scheduling of press conferences and public meetings related to the incident. 

(2)  Federal/State Liaison - Coordinating with outside agencies, individuals, or groups involved in the response. 

(3)  Health and Safety - Responsible for the safety of all activities associated with the response and compliance with applicable safety laws and regulations.  Also responsible for assessing hazardous and unsafe situations and developing measures for assuring personnel safety.  May also include the coordination, preparation and issuance of health advisories to the public.  

(4)  Response Log - Responsible for recording the chronology of events and documenting all pertinent activity relating to the spill.  All pertinent message traffic, correspondence, etc. should be included in this documentation.  

(5)  Response Operation - Responsible for management of the tactical response to the discharge, including containment and cleanup efforts. 

(6)  Planning - Responsible for the development of strategies for the containment and cleanup of the discharge.  

(7)  Logistics - Responsible for ensuring that the necessary personnel and equipment are obtained and delivered to conduct response operations. 

(8)  Finance - Responsible for the accounting management of Fund expenditures, including documentation for claims and cost recovery.  

In order to facilitate UC implementation, especially among those agencies which are not familiar with this command structure, response coordination meetings should be held between response organizations.  The frequency of these meetings will vary with the complexity of the incident, but are typically held twice a day for major incidents.  All affected governmental agencies will be asked to participate in these meetings and issues will be presented and attempted to be resolved with concurrence by all involved. 

2.5
MULTI-REGIONAL RESPONSES
If a discharge or release moves from the area covered by one ACP or RCP into another area, the authority for response actions should likewise shift.  If a discharge or release affects areas covered by two or more ACPs or RCPs, the response mechanisms of each applicable plan may be activated.  In this case, response actions of all regions concerned shall be fully coordinated as detailed in the RCPs and ACPs.

There shall be only one OSC at any time during the course of a response operation.  Should a discharge or release affect two or more areas, EPA, the USCG, DOD, DOE, or other lead agency, as appropriate, shall give prime consideration to the area vulnerable to the greatest threat, in determining which agency should provide the OSC.  The RRT shall designate the OSC if the RRT member agencies who have response authority within the affected areas are unable to agree on the designation.  The NRT shall designate the OSC if members of one RRT or two adjacent RRTs are unable to agree on the designation.

Where the USCG has initially provided the OSC for response to a release from hazardous waste management facilities located in the coastal zone, responsibility for response action shall shift to EPA or another Federal agency, as appropriate.
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2.6
POST- EMERGENCY OPERATIONS  

ICS protocol is intended to apply only during the emergency phase of a response to which 29 CFR 1910.120(q) applies.  However, use of an ICS throughout a response and cleanup is encouraged.
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2.7
STATE RESPONSEtc \l2 "2.6
STATE RESPONSE
Each State in Region 4 has a State disaster plan and laws that specify that State's authority and organization for a technical response to environmental emergencies.  All States can provide technical expertise to assess environmental and public health threats and damage, as well as to advise local responders.  In specific circumstances, States may provide additional response capabilities in the form of contractors and funding.   

2.8
INTEGRATION WITH FACILITY AND VESSEL RESPONSE PLANS
Facility and vessel response plans, required by section 4202(a)(5) of OPA, shall be reviewed and approved for consistency with this Plan and with applicable Area Contingency Plans. During a response, the OSC shall meet with the other responding parties to coordinate and integrate the response described in this plan with all other relevant plans including, but not limited to, Federal, State, local, tribal, and private plans. Area Committees will continuously review the effectiveness and integration of all plans based upon actual responses, exercises, and all other relevant information leading to enhancement of these plans.

3.0
NOTIFICATION AND REPORTING
This section provides guidance on the actions and requirements of Phase 1 (Discovery or Notification) of the Operational Response phases defined in the National Oil and Hazardous Substances Pollution contingency Plan (NCP).   Phase 1 pertains to the requirements and procedures for notification of the National Response System and the Region 4 On-Scene Coordinator of a discharge of oil or a release of a hazardous substance.  Notification concerning an oil or hazardous substance release or discharge is the foundation for all response operations and is required under Federal Law (CWA, OPA and CERCLA). 

3.1
OPERATIONAL RESPONSE PHASES:

3.1.1
Phase 1:   Discovery or Notification

Notification of a discharge of oil or a release of a hazardous substance in amounts equaling or exceeding the established reportable quantity is the first step when initiating appropriate response measures under the National Response Plan.  Without notification,  the rapid response under the National Response system cannot take place in a timely manner.  

The Spiller/Responsible Party
It is the spiller=s responsibility to report all spills.   In accordance with 40 CFR part 302 and 33 CFR part 153, the spiller or responsible party is required to immediately report to the National Response Center (NRC) all releases of oil and hazardous substances in an amount equal to or greater than the reportable quantity into or on navigable water, adjoining shorelines, or the contiguous zone.  The term Aimmediately@ means just that.  Any person in charge of a vessel or a facility shall, as soon as he or she has knowledge of any discharge form such vessel or facility in violation of section 311 (b)(3) of the CWA, immediately notify the NRC.  While there is a 24 hour period over which a release may cumulate to equal or exceed the reportable quantity, once that threshold is met, notification is required immediately. 

If NRC notification is not practicable, the responsible party must notify the U.S. EPA or USCG predesignated OSC for the area or region in which the incident occurred.  If it is not possible to notify either the NRC or the predesignated OSC, reports may be made immediately to the nearest Coast Guard unit.  In such event, the RP must notify the NRC as soon as possible. 

In addition, facilities may be required to report releases of specified hazardous substances to State Emergency Response Commissions (SERC) and Local Emergency Planning Committees (LEPC) under Section 304 of the Emergency Planning Community Right -To-Know Act ( EPCRA), 42 U.S.C. Sec 11004. requirements. 

The National Response Center

The National Response Center (NRC) is the national communications center for receipt of notifications of reportable oil discharges and releases of hazardous substances.  In addition, the NRC is the single point of contact for all pollution incident reporting and serves as a hotline for terrorism events.  Notification of the NRC is accomplished by contacting the NRC duty officer by telephone at (800) 424-8802 or (202) 267-2675.  Upon receipt of a notification by the party responsible for the discharge or release, the NRC notifies the appropriate OSC.

3.1.2
REGIONAL NOTIFICATION AND ACTIVATION PROCEDURES
In Region 4, both the USCG and EPA maintain  Regional Response Centers (RRC) and 24 hour telephone capability.  In addition, each USCG Marine Safety Office (MSO) maintains a 24 hour telephone capability.  The 24 hour telephone number for each of the RRCs is located on the Emergency Notification Page at the front of this plan.

If EPA Region 4 or a USCG element in the Region is the first to be notified of a release or discharge, EPA or USCG will verify that the NRC and the appropriate State have also been notified.  If the circumstances of the discharge or release warrant, EPA or the USCG will ensure notification of the appropriate trustees for natural resources and other RRT members.  OSC notification of trustees is accomplished through protocols developed via trustee-specific agreements.

EPA Regional Response Center
The U.S. EPA Region 4 Telephone Duty OSC (TEL) receives notification of discharges and releases from various sources including the NRC, USCG, states and the party responsible for the discharge or release (Responsible Party or RP).  Upon receipt of a spill notification, the TEL is responsible for gathering additional information and determining the appropriate federal response to the incident.  The TEL is also responsible for providing or ensuring appropriate notification to other interested parties as described below.  A dedicated spill/incident reporting telephone, (404) 562-8700, in the EPA RRC is manned on a 24 hour basis by the designated TEL.  During non-duty hours, calls received on this  spill reporting hotline are answered by the NRC who takes all reporting information, and passes the information to the TEL. 

The NRC issues an Incident Number to each reported discharge and release reported.  These incident numbers are used to track the incident, provide proof of notification as required by the NCP and allow quick and accurate recovery of the incident record. Region 4 strongly recommends that Responsible Parties make reports to the NRC in order to satisfy the notification requirements established by Federal law and to obtain an Incident Number.

THE NATIONAL RESPONSE CENTER

1-800-424-8802
US Coast Guard
Within Region 4, three USCG Districts have jurisdictional boundaries. The District Operations Centers, which are manned 24 hours a day, are located in the offices of the Fifth Coast Guard District in Portsmouth, VA,  the Seventh Coast Guard District in Miami, FL and the Eighth Coast Guard District in New Orleans, LA.  For pollution response, the Marine Safety Office, located in both the coastal areas and well as along the major inland rivers are the main pollution response locations.  The Commanding Officer of each MSO is also the designated  Captain of the Port (COTP) for the MSO operational area.  The COTP in the Coastal Zone is the USCG predesignated OSC.   Within the three districts that have area of operation within Region 4, there are 11 MSO, seven of which are coastal and four are along the Mississippi and Ohio Rivers.

Telephone Duty 

Spill reports received by the NRC are forwarded to the Region 4 Telephone duty OSC (TEL) who then begins follow-up action to gather additional information and make a decision on the appropriate federal response.  EPA=s response criteria is listed in Appendix 1 to this Annex.

The TEL will ensure that the state environmental agency and the natural resource trustees are notified of the incident, as appropriate.   For all major spills and other spills which, because of their location or other circumstances are likely to generate a great deal of media attention, the TEL will notify section or branch management who will in turn inform senior regional management.

As used in this section, "notification" refers to the actions taken by the pre-designated Federal OSC to immediately alert appropriate Federal and State agencies of a release.  The purpose of this notification is to provide those agencies with the best available summary of OSC observations and operations and to allow the notified agency an opportunity to perform some on-scene program function.  Ordinarily, the OSC will notify agencies by telephone.

Upon notification from the NRC, the OSC may investigate the report to determine the threat posed to the public health or welfare or the environment.  Additional notifications and/or reports, if required, are based on the actual or potential size of the spill and the threat posed as outlined in Table 1.
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OILHAZARDOUSSUBSTANCE
REQUIRED NOTIFICATION       ACTIONS BY EPA

MINOR

< 1,000 gal.< ReportableQuantity If circumstances warrant, POLREPs to Regional Response Center, the affected State, and appropriate Federal and State natural resources trustees

MEDIUM


1,000 - 10,000     gal.> Reportable Quantity but does not meet criteria for a major or minor releaseSame as for minor spills, except when response requirements exceed capabilities of OSC and local contractors, or when a potential exists for major environmental damage.  Under these circumstances, initiate the notifications required for a major spill.
MAJOR
> 10,000 gal.Amount that poses a substantial threat to human health, welfare, or the environmentNotify Regional Response Center by the most rapid means available, providing all known information, even if it has not been confirmed by on-scene personnel.  An Incident-Specific RRT will then be activated.
WORST CASEA worst case involves ANY discharge or threat of a discharge, in significant quantities to impact public health, welfare or the environment, where the parties responsible for the threat or discharge are unwilling or unable to perform the required response actions.                      The designated OSC will make the following notifications:

Minor and Medium Releases:  OSC will make notifications for minor releases to the pollution response agency for the impacted State or States.  Notifications to the Natural Resources Trustees will be made if the circumstances of the particular incident warrant.

Major Releases:  The OSC will notify the following:

(a)
The pollution response agency for the impacted State or States.  Additional notification to the state emergency management agency will be made at the TEL=s discretion.

(b)
The DHHS (US Public Health Service) representative, if a public health emergency exists;

(c)
The Office of Emergency and Remedial Response (OERR), Headquarters, U.S. EPA;

(d)
All affected State, Federal and Native American natural resource trustees;

(e)
The appropriate USCG District office if the spill impacts navigable water which threatens or involves waters in or adjacent to the coastal zone;
(f)
The Oil Pollution Liability Fund Manager; and

(7) Other RRT agencies as appropriate

OSCs should also ensure that all appropriate public and private interests are kept informed and their concerns considered.

Table 1:  Size Classes of Discharge
	TYPE OF SPILL
	
OIL
	HAZARDOUS

SUBSTANCE
	REQUIRED NOTIFICATION       ACTIONS BY EPA

	
MINOR
	
< 1,000 gal.
	< Reportable

Quantity 
	If circumstances warrant, POLREPs to Regional Response Center, the affected State, and appropriate Federal and State natural resources trustees

	
MEDIUM
	
1,000 - 10,000     gal.
	> Reportable Quantity but does not meet criteria for a major or minor release
	Same as for minor spills, except when response requirements exceed capabilities of OSC and local contractors, or when a potential exists for major environmental damage.  Under these circumstances, initiate the notifications required for a major spill.

	
MAJOR
	
> 10,000 gal.
	Amount that poses a substantial threat to human health, welfare, or the environment
	Notify Regional Response Center by the most rapid means available, providing all known information, even if it has not been confirmed by on-scene personnel.  An Incident-Specific RRT will then be activated.

	WORST CASE
	A worst case involves ANY discharge or threat of a discharge, in significant quantities to impact public health, welfare or the environment, where the parties responsible for the threat or discharge are unwilling or unable to perform the required response actions.




3.2
INCIDENT SPECIFIC NOTIFICATIONS:

3.2.1
Incidents involving Radioactive Materials:
Many radioactive materials (radio nuclides) are designated hazardous substances and have individual reportable quantities.  As such, any release of these materials will require notification to the NRC.  If radioactive substances are present in a release and the notification is made directly to the EPA Radiological Program, the receiving agency will immediately relay the notification to the appropriate Regional Response Center.  When the notification is received by the TEL OSC, an assessment will be made to determine if it is an emergency or otherwise requires EPA or DOE response action.  The U.S. EPA Regional Radiation Program Manager (RRPM) will be notified for evaluation and assistance.  If the TEL is unable to reach the RRPM, the EPA Headquarters Office of Indoor Air will be contacted through the NRC.

3.2.2
Federal Response Plan/ ESF 10 Activation.
In the event of the occurrence or threat of a disaster situation, the Federal Emergency Management Agency (FEMA) will activate the Federal Response Plan (FRP) and Emergency Support Function # 10, Hazardous Materials, for which EPA is the Primary Agency.  EPA Region 4 is notified by either the FEMA Regional Office, FEMA=s Mobile Emergency Response System (MERS) or the NRC.  This notification is received on the 24 hour spill notification line by TEL.

Upon receipt of a notification that ESF 10 has been activated, TEL will take the appropriate actions as specified in Section 1 of the ERRB Blue Book. (FRP Activation SOP).

3.2.3
Terrorist Threat or Incident:

Usually, notification of a threat or an actual terrorist incident will be received from the Federal Bureau of Investigation (FBI) or the NRC.  If notification of a suspected or actual terrorist incident is received directly from any other source, the TEL will immediately contact the FBI field office nearest the reported incident to confirm knowledge of the incident and receive any deployment instructions.
3.3
REPORTS  PROCEDURES:

Pollution Report (POLREP):  Each incident will have an Initial and Final POLREP.  The POLREP is prepared by the OSC and are used for discharges of oil or releases of hazardous substances.  The frequency of progress POLREPs will be determined by the OSC.   In no case will POLREPs be issued less frequently than weekly.  Distribution of  POLREPs will vary by the type of incident and will be determined by the preparing official.
Situation Reports (SITREP):  SITREPs are prepared by the Branch Chief for incidents not directly or solely involving oil or hazardous substances.  The frequency of SITREPs will be determined by the Branch Chief.

Incident Logs:  OSC(s) responding to an incident shall maintain an accurate Incident Logbook or other appropriate form of documentation.  The RRC will also maintain a logbook or other appropriate form of documentation of the incident to document information not likely to be captured in the field.

Damage Assessment/Response Tracking Forms:  These forms will be used to ensure that reports of damage are investigated and properly resolved.  They are also designed to aid in the preparation of an After Action Report.

Cost Documentation:  Appropriate cost documentation procedures are detailed in the Oil Spill Response Checklist.  Cost documentation for hazardous substance release are handled by EPA=s Cost Recovery Section.

Enforcement Documentation:  Enforcement documentation requirements are outlined in Attachment VI of the Oil Spill Response Checklist.  Hazardous substance releases are handled by EPA=s Office of Enforcement.

OSC Report/After Action Report:  The After Action report should be prepared in accordance with 40 CFR 300.165.

Debriefing/Critique:  After completion of response actions at each major incident, the region will conduct a debriefing or critique of the response.  A session consisting of (at a minimum) the EPA participants will be held to discuss both the positive and negative aspects of the response in an effort to improve future responses.  Lessons learned during the incident will be incorporated into future modifications to the RCP.

4.0
WORKER HEALTH AND SAFETY 
During the course of a response action, immediate  actions are necessary to minimize the impact of a discharge or a release to prevent further migration of oil or a hazardous substance.  The health and safety of emergency responders is both crucial and necessary.  A site specific plan must be developed at the onset of a response action to ensure the health and safety  of response personnel. The OSC is responsible for the overall site health and safety concerns.  The OSC or his/her delegate, should monitor all health and safety related issues.  Safety guidelines concerning worker health and safety are outlined in 29 CFR 1910.120 and shall be consulted in the development of a health and safety plan.

This section provides the necessary information for the OSC to develop a site specific health and safety plan.  The scope of a safety plan should provide the basic safety guidelines and attachments which cover the anticipated work onsite.     

4.1
RESPONSIBILITIES
 OSC:  It is the overall responsibility of the OSC to determine the appropriate level of health and safety measures implemented during the course of a response action.  When the State/Local or the Responsible Party have taken the lead in a response, the OSC must review the implemented safety procedures and determine if they are adequate for the given situation.  If the level of safety does not meet the proper guidelines, an unaddressed health or safety concern exists, and/or the OSC determines that a threat to worker health and safety exists, the OSC may take measures to immediately correct the situation.  If the deficiency is not addressed, the OSC has the authority to assume direction and control of the response action.   While OSCs do not normally direct local public safety operations, the OSC must work with local public officials to ensure local and State emergency responders are working within proper safety guidelines.

The OSC has the final decision on health and safety protocols for removal activities. The OSC may designate a site health and safety officer to monitor the response activities and address worker health and safety issues.

DESIGNATED HEALTH AND SAFETY OFFICERS:  The OSC is the Site Health and Safety Officer.  A Site Health and Safety Officer may be designated by the OSC at his discretion.  The function of the Site Health and Safety Officer is to coordinate all health and safety issues and to monitor site activities for safety concerns.  Additionally, the site safety officer or designee may conduct health and safety activities such as safety meetings, medical and air monitoring, and any other activities as deemed necessary.

RESPONSE PERSONNEL: Response personnel duties may include, but are not limited to, the physical removal of the spilled material, reconnaissance of material migration in the affected areas, and/or decontamination of response personnel and equipment. Appropriate measures should be taken to insure that all appropriate regulatory requirements are adhered to with respect to worker health and safety.

MANAGEMENT SUPPORT:  The OSC can call on Agency management to obtain health and safety information from the Regional Response Team (RRT), the Regional Response Center (RRC), and from the Regional Incident Coordination Team (RICT).  Branch management shall obtain assistance in health and safety issues through other agencies such as the Occupational Health and Safety Administration (OSHA).  Management support can also assist in deploying further Agency resources to the spill scene as needed.  

OCCUPATIONAL HEALTH AND SAFETY ADMINISTRATION (OSHA):  OSHA is a division of the Department of Labor which has established regulations governing the health and safety of employees engaged in hazardous waste operations and emergency response.  These regulations, codified at 29 CFR 1910.120, contain general requirements for health and safety programs, site characterization and analysis, site control, training, medical surveillance, personal protective equipment, work practices, engineering controls and work practices, exposure monitoring, informational programs, material handling, decontamination, and emergency procedures.  OSHA has the authority to visit and inspect a response site to determine if all necessary safety precautions are being met and/or addressed. 

4.2
PROCEDURES:
PRE-RESPONSE PROCEDURES:  Before responding to a spill, responders need to make every effort to identify the material in order to determine the associated health risks.  If an exact determination of the spilled material can not be obtained, the most likely suspected material should be used to formulate a health and safety plan.  A plan should be developed to provide sufficient safety information to cover all expected work and provide provisions for obtaining additional information as soon as possible.

INITIAL ONSITE PROCEDURES:  Upon the arrival of the OSC at an incident, the OSC must review and ensure that a health and safety plan has been prepared and implemented.  Additionally, the OSC must ensure that the maximum achievable level of worker health and safety has been provided for all responders or the appropriate managerial or engineering controls are implemented.  The OSC may designate a site health and safety officer.  The OSC should review all health and safety related issues to ensure there are no unaddressed risks or any unresolved safety concerns.
CLEANUP PROCEDURES: During the course of the response action,  the OSC and/or the designated SHSO should monitor and adjust health and safety procedures and practices to ensure they match the work being conducted.  If the nature of the response changes, the OSC should amend the health and safety plan in order to reflect these changes.

An overall health and safety protocol shall be implemented for extended response actions.  This protocol should include such items as daily meetings, air monitoring (if necessary), first aid, medical monitoring, and heat and cold stress monitoring.

4.3
REFERENCES: 

The OSC should ensure that a health and safety plan is prepared and implemented in accordance with the following references: 

1) National Institute for Occupational Safety and Health, Occupational Safety and Health Administration, U.S. Coast Guard, U.S. Environmental Protection Agency. Occupational Safety and Health Guidance Manual for Hazardous Waste Site Activities. DHHS(NIOSH) Publication No. 85-115. October 1985.

2) U.S. Environmental Protection Agency.  Standard Operating Safety Guides. Office of Solid Waste and Emergency Response, Washington, D.C. 20460.  Publication 9285.1-03, PB92-963414, June 1992.
5.0   PUBLIC INFORMATION
When an incident occurs, it is imperative to give the public prompt, accurate information on the nature of the incident and the actions underway to mitigate the damage.  Those in charge of the response and associated public relations personnel should ensure that all appropriate public and private interests are kept informed and that their concerns are considered throughout the response.  Sections 300.155, 300.415, 300.430 and 300.435 of the NCP require coordinating, informing and updating the public during the response and removal activities.  A prompt and full information flow is essential to getting cooperation from people and keeping them informed.  

This section outlines the responsibilities responders, primarily the OSC, have to the public during a response and discusses the resources available to fulfill those responsibilities.  It also provides a number of guidelines for handling media interaction, public relations and political interest.  Often the success or failure of a response effort is not based upon what actually took place, but upon the information the media and the community received.  The following guidelines will assist in the development of a successful public information system during a response.

	
GOALS OF A PUBLIC INFORMATION SYSTEM
1.
Reach the affected public as soon as possible regardless of the time of day or night.  Also provide updates on a routine basis or as incident conditions change.

2.
Inform the public of the situation and all associated threats.  

3.
Tell the public what actions to take.

4.
Give follow up information as to when the next update will be and who they can contact for additional information.

5.
Clear all information through the OSC prior to release to the public.  


5.1
RESPONSIBILITIES
OSC:  According to the NCP, the OSC and designated public relations personnel are responsible for keeping both public and private interests informed of the nature of the incident and the actions being taken to mitigate the threat.  The size of the OSC's public information staff depends upon the response situation.  It is up to the OSC to designate the media and community spokesperson for the incident and allow them to coordinate public relations activities.  When necessary, the Incident OSC shall be available to meet with the media and local community members to answer questions and present technical information.

USEPA COMMUNITY INVOLVEMENT COORDINATORtc \l3 "USEPA COMMUNITY INVOLVEMENT COORDINATOR (CIC):  Primary resource for coordinating the preparation of fact sheets, public meetings, community interviews and any other activities to inform the community, residents and private interests impacted by the incident.

USEPA OFFICE OF CONGRESSIONAL AFFAIRStc \l3 "USEPA OFFICE OF CONGRESSIONAL AFFAIRS (OCA):  As a liaison for the responders in the field, USEPA's OCA keeps dignitaries, State and Federal elected officials and local representatives fully informed of all response events.  The OCA is also the official escort for prestigious site visitors.

USEPA OFFICE OF PUBLIC AFFAIRStc \l3 "USEPA OFFICE OF PUBLIC AFFAIRS (OPAff):  Provides support in media relations tasks, such as developing press releases, processing information requests from the media, or acting as an Agency spokesperson.  On-site assistance may be requested directly from the OSC or from the CIC.

PUBLIC INFORMATION ASSISTTANCE TEAMtc \l3 "PUBLIC INFORMATION ASSISTTANCE TEAM (PIAT):  If requested, the PIAT will provide personnel and expertise to the OSC needing additional assistance with the media.  The PIAT, a highly specialized, self-contained public affairs resource, is available through the National Response Center (NRC) or the USCG National Strike Force Coordination Center (NSFCC).

JOINT INFORMATION CENTERtc \l3 "JOINT INFORMATION CENTER (JIC):  For major spills where media activity will last more than 2-3 days or a large number of agencies and organizations are involved, a JIC should be established to coordinate the Public Information activities of all participating agencies and parties.  This allows journalists and spokespersons to coordinate media relations from a central location and ensures that accurate information is released rather than rumors and speculations.  If a JIC is established, the spokesperson designated by the OSC shall speak for all the agencies present at the response.  Each agency can speak for itself about their specific activities but not the activities of other agencies. 

5.2
PROCEDUREStc \l3 "5.2 PROCEDURES:  

5.2.1
Initialtc \l4 "Initial Procedures

The OSC has the primary responsibility for public relations during a response.  For effective and accurate information distribution, the OSC shall appoint spokespersons by using the following guidelines:

Minor spill and/or release: These incidents usually require only one spokesperson who can coordinate information from the Regional Office.  Normally, the OSC is the only on-site spokesperson for minor spills but may request assistance from the CIC or OPAff.

Medium or Major spill and/or release: These incidents may require both a media spokesperson (MS) and a CIC on-site.  A support and briefing center may need to be set up near the incident.  

Worst case spill and/or release: In response to a worst-case scenario incident, a MS, a CIC and a OCA shall be selected to coordinate public information activities at the incident.  A JIC shall be established as the primary public affairs center. 

5.2.2
MEDIA RELATIONStc \l4 "MEDIA RELATIONS:   

The Media Spokesperson (MS) shall conduct the duties listed below.

1.
Press releases and media statements should be prepared from information gathered from the Incident OSC, POLREPS, fact sheets, etc.  These should be update at least daily or as the status of the response changes.  

2.
The OSC should be briefed each morning on media coverage of the incident and specific public affairs goals for the day.  The OSC should update the press release at this time.  If media interest is extremely high, the OSC should be briefed more often than once a day.

3.
The MS should arrange for and coordinate press conferences as required by the response events.  A media availability session with the OSC should be conducted once a day during the critical days of the response effort or when media interest is great. 

5.2.3
Community Relationstc \l4 "Community Relations
The CIC shall conduct the duties listed below.

1.
The CIC shall prepare fact sheets and distribute them to the impacted community.  Fact sheets may be updated as response events change or as otherwise necessary.  

2.
If the threat to the community is significant or the interest is large, the CIC may go door-to-door to meet with individuals and discuss any concerns they may have.  This is also an excellent opportunity for the CIC to collect information from the community about the release, the responsible party(ies), etc.

3.
Arrangement and coordination of public meetings or public availability sessions will be handled by the CIC.  The purpose of these meetings is to inform citizens of ongoing activities and to receive citizen feedback on the proposed course of action.  The primary purpose of the availability session is to put forth the OSC's assessment of the progress of the response.  Its secondary purpose is to answer media questions. The meeting is not a substitute for other communication methods but, instead, should provide a technical presentation and the opportunity for a question-and-answer session.

4.
The OCA shall be the liaison between the OSC and all interested VIPs (e.g., Congressional Representatives, local officials, politicians, etc.).  It will be up to the OCA to gather information from the MS and CIC and distribute it to the appropriate VIPs.  The OCA shall also coordinate air and ground transportation for the VIPs when traveling to and around the site.

5.
The OCA shall also escort VIPs around the incident site.  All tours must be coordinated through the OSC, in advance, to determine which areas can be visited and which to avoid.  The Health and Safety Coordinator must also determine where people can go based upon their 40-hour safety training status.

6.
When VIPs visit or tour the site, the OSC shall make an effort to meet and talk with them to answer questions and clarify information.

All designated spokespersons report directly to the OSC.  The OSC should be continuously updated on all media and community activities.  In addition, the OSC shall review all press releases, fact sheets, and any other items before being released to the media or community.  All media and community inquiries should be directed to the appropriate spokesperson.

5.2.4
Internal Informationtc \l4 "Internal Information
Internal information is the process of informing the response personnel of the status of all the response activities.  At a minimum, all personnel assigned to response duties should be provided with access to the daily press releases and fact sheets.  This will help ensure a consistent and accurate flow of information.  

5.2.5
Academic Interests and Product Reptc \l4 "Academic Interests and Product Sales Representatives

OSCs may request technical assistance for evaluating products and services from individuals and parties representing companies, schools and universities.  These requests should be directed to the designated Scientific Support Coordinator. 


METHODS FOR INFORMING THE PUBLICtc \l3 "METHODS FOR INFORMING THE PUBLIC
The following discussion examines the various means of public involvement and information dissemination.  It also shows the relative strengths and weaknesses of each strategy.

	
METHOD
	
STRENGTH
	
WEAKNESS

	FACT SHEETS

	Can include details and graphics regarding technical activities; can include points of contact and phone numbers if people need more information. 
	Often time consuming to distribute to each community member; possibly creates more questions than answers.

	PRESS RELEASES

	Can include details and graphics regarding technical activities; can include points of contact and phone numbers if media members need more information; can be faxed to media outlets. 
	Must make sure to distribute evenly to avoid giving one media representative an advantage over another; should be continuously updated on a regular basis until incident is concluded or no more media interest.

	DOOR-TO-DOOR
	High credibility; provides details; can target to a specific geographic area; reaches everyone; builds excellent public relations; adds a personal touch and provides an opportunity to address individual concerns. 
	Takes time; occupies personnel who may be needed in other aspects; cannot cover wide areas due to high personnel requirements.

	PUBLIC MEETINGS/

PRESS BRIEFINGS/

AVAILABILITY SESSIONS


	Best methods for providing detailed information in a brief amount of time.  Small group meetings with individual one-on-one attention is generally the preferred method.
	Must notify people about meeting; public and media must be moderated to keep meeting from getting out of control; cannot be easily called whenever information needs to be updated; too many meetings will result in loss of interest.

	TELEPHONE HOTLINE 

(1-800-NUMBER)
	Manned 8-10 hours a day; gives public instant access to someone to answer questions; public feels less in-the-dark.
	Can be overwhelmed with calls; often have to limit who has access to the phone number which reduces public's access to information; need one person dedicated to phone at all times.

	RECORDED MESSAGES


	Reduces the amount of time the MS, CIC, and PO must spend on individual phone calls; people can receive updates at their convenience; often is the most updated source of information.
	Must ensure that people receive phone number; must keep updated; cannot use jargon or technical words that are not widely understood by the public; does not allow addressing of individual questions or concerns.

	AM/FM RADIOS 
	Instant communication; provides detailed information and frequent updates; nearly universal access;  portable and auto radios operate during power outages.
	Users must be tuned in to receive information; stations give inconsistent priorities to news information; broad reach of the transmission means areas and people not affected by release receive the message.

	TELEVISION 
	Gives event credibility; available in most households; gives up-to-date, detailed information; can show video footage, graphics, diagrams, etc.; can cut into regular broadcast to give emergency information.
	Narrow window of opportunity since people work and sleep; broad reach goes out to people not impacted; affected by power outages; cable channels are only received by subscribers. 

	NEWSPAPER
	Good for non-time critical information; inexpensive and widely distributed; detailed coverage; good for meeting announcements.

	May only be published once a day or week; will not include up-to-the-minute information; may not reach a large portion of the affected community.

	TOUR OF SITE
	Provides direct information to a limited number of people.
	Not useful for large numbers of people; some degree of physical risk.

	POLREPS/SITREPS

	Contain site details in a specific format; good for internal communications; can be edited for fact sheets and press releases.
	May contain confidential information not releasable the public.

	DIRECT MAILINGS
	Useful to inform people in a specific geographic area of upcoming events or information that directly affects them.
	May be time consuming and logistically difficult; often costly, especially if sending return receipt.



APPENDIX A-1:  EPA Region 4 RESPONSE CRITERIA
Oil Spills
Quantity

Impact

Reaction
1. <250 gals 

Land only 

Notify State-local/Follow-up calls

2. <250 gals 

Water/Threat 

Follow-up calls/Ensure Response/Notify State-locals

3. 250-1000 gals 
Land only 

Follow-up calls/Notify State -locals

4. 250-1000 gals 
Water/Threat

Ensure Response/Notify State-locals

5. >1,000 gals 

Land or Water 
Send OSC/Notify State-locals

6. >10,000 gals 

Land or Water
Send OSC/Notify State-locals

Hazardous Substance Response
Situation

Impact

Reaction


1. State/local Request
Abandoned Drums 
Send OSC

2. State/local Request
Haz-sub incident
Send OSC

3. Fire/Explosion 
Toxic plume/runoff
Send OSC/Notify State-locals RRT

4. Evacuations 

Toxic plume/runoff 
Follow-up calls/Ensure Response/Notify State-locals

5. Railroad Incident 
Haz-sub incident
Send OSC/Notify State-locals

6. Tanker Truck Wreck
Haz-sub incident
Follow-up calls/Proximity to incident/Send OSC/Notify State-local

7. Private Citizen 
Local


Follow-up calls/Haz substances toxicity Proximity/Notify State/Send OSC

8. Drug Labs 

Haz-sub incident
Notify DEA/support DEA

9. Fatality


Haz-sub incident
Follow-up calls/Ensure response/Send OSC

APPENDIX A-2:  OSC REPORT/AFTER ACTION REPORT
The following is a sample format for an OSC Report or After Action Report.  Comments are provided in boxes to assist with writing the report.

-----------------------------------------------------------------


FEDERAL ON-SCENE COORDINATOR'S REPORT

Name of Incident Response/Site


Location


Name of OSC

UNITED STATES ENVIRONMENTAL PROTECTION AGENCY


Executive Summary
SITE:
LOCATION:
PROJECT DATES:
	In this Executive Summary, provide a summary of the incident which includes a brief site history, the nature of the contaminants on site, and any PRP information.


INCIDENT DESCRIPTION: 

ACTIONS: 

	Provide a summary of the mitigative actions taken, and the method of disposal that was followed.


	Add the OSC's name, Region, and location (city and state).  Sign the document in the space provided.


(name), OSC

U.S. EPA, Region 4

Atlanta, Georgia

I.  SUMMARY OF EVENTS:

A.  Site Conditions and Background:

1.  Initial situation:


2.  Location of hazardous substance(s):  

	Describe the history of the incident or release (date and type), current and prior uses of the site, and nature and type of each facility or responsible party involved in the site.  Indicate the nature of the site (i.e. emergency response, removal).  Describe the site's physical location (street address), surrounding land use, local population size, and distance to any vulnerable populations, habitats, and natural resources.  List the known materials on site and the quantities.


3.  Cause of the release or discharge:  

	Describe the facts concerning the cause or threat of the release or discharge and the activities that may have contributed to or were contributing to the incident.


4.  Efforts to obtain response by responsible parties:

	Describe the actions taken to locate responsible or potentially responsible parties and obtain from them a prompt and proper response.


B.  Organization of the Response: 

	For multiple phase response actions, summarize the actions planned or conducted during each phase.


Agencies/parties Involved:

Contact:

Summary of Actions Taken:
C.  Injury/Possible Injury to Natural Resources:

	Write a statement indicating the details (include the date) of any notification provided to natural resource trustees relating to the injury or possible injury to natural resources.


	Describe damage assessment activities and efforts to replace or restore damage natural resources undertaken by Federal or state trustees.


D.  Chronological Narrative of Response Actions:  

	Describe chronologically the details of any threat abatement actions taken under CERCLA or under Section 311(c) or (d) of the CWA.  This section should take the form of a concise summary in narrative form.


	Describe the technology approaches tested and implemented for treating and  disposing of materials on site.  Provide detailed descriptions of any available, innovative, or emerging alternative technologies successfully used in treating or disposing of materials on site.


	Describe the activities taken to inform the community of the release and of the response action, and to solicit or respond to community concerns.


E.  Resources Committed:

	Summarize the estimated project costs, highlighting the categories provided.  Use the cost documentation to determine the estimated total project costs.  If this DOES NOT correspond to the daily cost summary information (FINAL POLREP), please explain.


REMOVAL PROJECT ESTIMATED TOTAL COST SUMMARY
Extramural Costs:

Total Cleanup 

Contractor Costs

Total START Costs

Total NCLP

Total REAC Costs

EXTRAMURAL SUBTOTAL:

Intramural Costs:

EPA Direct Costs

EPA Indirect Costs

INTRAMURAL SUBTOTAL

ESTIMATED TOTAL PROJECT COSTS
PROJECT CEILING

II.
EFFECTIVENESS OF RESPONSE ACTIONS
A.  Actions Taken by PRPs: 

	Indicate whether the PRP(s) responded to any notice letter(s) and how cooperative they were in providing information to assist with the response.  For work performed by the PRP, indicate whether the PRP (or representative) took adequate health and safety measure, conformed to the site safety plan, and consistently met performance expectations.


B.  Actions by State and Local Agencies:  
	Describe any role played or assistance provided by state or local authorities.  Describe their actions as first responders, and indicate whether the state made arrangements for post-response site control.


C.  Actions Taken by Federal Agencies and Special Teams: 

	Describe any role played or technical assistance provided by the NRT, RRT, USCG, ATSDR, FEMA, or individual agencies in the planning and conducting the response.


D.  Actions Taken by Contractors, Private Groups, and Volunteers:  

	Review the work performed by any contractors.  Indicate whether all tasks assigned were completed and equipment or personnel were provided within acceptable time frames.  Indicate whether health and safety protocols and environmental laws and regulations were followed.  Indicate whether work performed by volunteers was valuable to or a liability of the response action.


III.  DIFFICULTIES ENCOUNTERED
A.  Items That Affected the Response:
	Evaluate the efficiency of the response action.  List technical, naturally occurring, and uncontrollable items that adversely affected the removal action.


B.  Issues of Intergovernmental Coordination:
	Assess the quality and efficiency of communication and coordination efforts among all parties involved in the response action.  Cite examples that hindered or disrupt the response action.


C.  Difficulties Interpreting, Complying With, or Implementing  Policies and Regulations: 

	Indicate those policies and regulations that in any way effected the smooth and expeditious progression of the response action, and the manner in which they effected the response.


IV.
RECOMMENDATIONS
A.  Means to Prevent a Recurrence of the Discharge or Release: 
	Examine the cause of the incident, and determine what action(s) could have prevented it.  Provide recommendations for how EPA, or other Federal or state agencies could act to prevent similar occurrences.


 B.  Means to Improve Response Actions:
	Provide recommendations to address the difficulties encountered.  Detail what went well in the response action and provide recommendations so that other OSCs can take advantage of your experiences.


C.  Proposals for Changes in Regulations and Response Plans:
	Indicate those regulation or policies that hinder rather than promote the efficient, timely and safe completion of response actions.  State the manner in which they hinder operations, and provide recommendations for their revision. 


APPENDIX A-3:  SITUATION REPORT (SITREP)
SITUATION REPORT FOR:
HURRICANE       SITREP#    
FROM:
U.S. Environmental Protection Agency, Region 4

Regional Response Center

Doug Lair, Chief, Emergency Response and

Removal Branch

Atlanta, GA  30303

TO:

ERNS REPORT

1.
SITREP-  (#) for Hurricane      (name) is effective as of      (hours),          (mm/dd/yy).  All SITREPs will be issued daily by    (EST/EDT).

2.
Federal Emergency Management Agency (FEMA), Region 4 issued Activation Order No.   , Hurricane      (name),      (EST/EDT),     (mm/dd/yy).

Summary of details:

a. 
Regional Operations Center(ROC) opened at      (EST/EDT),        (mm/dd/yy).

b. 
ESF-10 Representative                 (name)

c. 
The ROC will be on      (12/24) hour operation.

d. 
Disaster Field Offices (DFOs) (have/have not) been established at this time.  Once established, ESF-10 representatives will be deployed to man the DFO/s.

e. 
Field Response Teams and ERT-A's (have/have not) been organized at this time.

f.
National Field Assessment Teams(FAsT) (have/have not) been organized at this time.

g.
The following ESFs have been activated:             (#)

h. 
Region 4 FEMA will respond to the State/s of         .

i. 
Mission Assignment ROC-    (number/s) was/were assigned ____ (mm/dd/yy) to support ROC and        operations for Hurricane        to include travel, overtime and administrative costs (edit as needed).

3.
Situation Summary.(Example)

a.
Hurricane         was located near Lat        and Long         in the Gulf of Mexico at      EST,      (mm/dd/yy).  It is projected to come ashore around early evening between Mobile, AL and Pensacola, FL.  It is a Category 4 Hurricane. The maximum sustained winds are 135mph with higher gusts in squalls.  Hurricane OPAL is moving NNE direction at 23mph. Hurricane force winds extend outward upto 35 miles.  Storm surge of 20 to 24 ft is expected and rainfall totals of 5 to 10 inches are possible along the storm path.  Extensive flooding is expected in the panhandle of Florida, SE Alabama, and NW 1/3 of Georgia.

4.
Preliminary Actions.(Example)

a.
We are assessing our resources, and have set up a duty roster.  The mobile command post, with full communications gear, is on standby and will deploy tomorrow morning.  It will be used as needed for the Regional Field Assessment Teams.

b.
Three Regional Field Assessment Teams will be deployed Thursday morning.  OSC Smith will be the Ops Chief operating out of the Mobile Command Post.  Team A, OSC Jones; Team B, OSC Rogers; and Team C, OSC, Citizen.  These teams will be paired with a START person.

c.
Two ERT-A's have been assigned.  OSC Target has departed for the Florida EOC at Tallahassee.   OSC Don Rigger has departed for the Alabama EOC at Clanton, AL. They will both be in place tonight. 

d.
OSC Neighbor, has been selected to be the Region 4, ESF-10 representative on the National FAsT Team.  Ms. Neighbor  will meet up with the National FAst Team at Camp Shelby, MS.  They will fly into the area to make their assessment as soon possible.

e.
FEMA will deploy two teams.  One team to the Florida EOC, at Tallahassee, and one team to the Alabama EOC, at Clanton, AL.

d.
The Regional Response Center was opened at 0730 this morning and is manned by Mr. Test and Mr. Fair.  

APPENDIX A-4: POLLUTION REPORT   (POLREP)
The POLREP is a written document which informs the Lead Agency and other agencies as to the facts and current situation of a pollution incident.  The POLREP format may vary among agencies,  but at a minimum, the POLREP shall contain paragraphs describing the present situation, actions taken, future plans and recommendations. 

When conducting Federal removal actions, the OSC will submit POLREPs to the RRC in accordance with their agency=s policies.  As changing conditions warrant, POLREP distribution may be expanded to include additional entities.  In the case of an oil release, the OSC will submit a POLREP to the National Pollution Fund Center (NPFC).

Except as noted below, the designated OSC prepares POLREPs for each release occurring within the OSC's area of responsibility.  The OSC submits POLREPs to the RRT as significant developments occur.  For medium and major releases, these submittals will occur on a daily basis until, in the judgment of the OSC, the response operation and the impact of the release have stabilized.  The EPA standard POLREP format is presented as Figure 1.

1.
Special Cases
Fund Manager:  In the case of a Federally funded oil cleanup, the OSC will submit a POLREP to the NPFC.

Worker Safety:  If the pollutant is a hazardous substance and Federal or private sector personnel are participating in a "hands-on" removal, the OSC will include the Department of Labor RRT representative in the distribution of POLREPs.  (Note: this provision does not extend to the activities of State and Local government employees.)

Federal Land Manager:  Consistent with the spill notification guidelines, when a release impacts Federal lands, the OSC will include the RRT representative of the managing agency in the distribution of POLREPs.

Intrastate Distribution:  The State office designated to receive POLREPs from Federal OSCs will perform any further distribution to other elements of the State government within that State.

2.
Means of Transmission  

Facsimile (FAX) machine is the standard method of transmitting messages between member agencies of RRT 4.  However, individual agencies and a lead agency may agree to use any other means of communication (e.g., U.S. EPA E-Mail, AUTODIN, TELEX).  It is incumbent upon each agency to identify a reliable, 24-hour means of receiving POLREPs.  Where this has not been done, distribution will be by regular mail.  

FIGURE 1

The following is a sample format for a POLREP.  Comments are provided in boxes to assist with writing the report.

-----------------------------------------------------------------


U.S. ENVIRONMENTAL PROTECTION AGENCY


POLLUTION REPORT

I.  HEADING
Date:
From:
  To:
Site Name and Location:



POLREP #     


II.
BACKGROUND
Site No:





Delivery Order No or FPN:

Response Authority:

  

NPL Status:   

State Notification:  



Start Date:   

Demobilization Date: 



Completion Date:

Status of Action Memorandum:  

	FOR PROGRESS POLREPS:  If you do not wish to repeat the basic site description from the initial Polrep, you may delete Section II "Site Information" up to Section IV "Response Information".  You may wish to add a note referring the reader to POLREP #1 for further site background.


III.
SITE INFORMATION  
A.  Incident Category:

B.  Site Description:
	For Progress, Special, and Final POLREPS:  If this is not also an initial POLREP, the entire Site Information Section (III) should be a short summary and/or a sentence referring the reader to POLREP #1.

For Initial POLREPS:  Include acreage and ownership in a description of the setting.  Describe the area (e.g., residential, urban, commercial) and estimate the number of people threatened (i.e., population within a one-mile radius of the site).


1.  Site description:


	Discuss past and present site activities.


2.  Description of threat:

	Describe the threat to human health or the environment posed by the site.  If the threat stemmed from a discrete incident or release, include the date and what ensued.


C.  Preliminary Assessment Results:

	Briefly discuss the results of the preliminary assessment (PA).


IV.  RESPONSE INFORMATION
A.  Situation
1.  Current situation:
	For initial POLREP:  Describe what response actions have already been initiated, including the preparation of an Action Memorandum, whether OSC invoked the $50K response authority, any actual site mobilization and response actions taken, and community relations.

For progress or final POLREPS:  Describe response activities undertaken since the last POLREP, including mobilization, sampling and analysis, waste containment and cleanup activities, and community relations activities.

For special POLREPS:  Describe the incident or change in circumstances which necessitated a special POLREP.  Indicate what actions have been taken in response to the incident or change in circumstances. 


2.  Response actions to date:

	For initial POLREP:  Describe what response actions have already been initiated, including the preparation of an Action Memorandum, whether OSC invoked the $50K response authority, any actual site mobilization and response actions taken, and community relations.

For progress or final POLREPS:  Describe response activities undertaken since the last POLREP, including mobilization, sampling and analysis, waste containment and cleanup activities, and community relations activities.

For special POLREPS:  Describe the incident or change in circumstances which necessitated a special POLREP.  Indicate what actions have been taken in response to the incident or change in circumstances.


	Discuss State and/or other local agency involvement.  Include any request for EPA assistance; any State or local agency cooperation in assessing the incident and threats; and any "first responder" or other actions taken by State or other agencies to protect public health and the environment.  Include whether State or other agency personnel remain at the site.


3.  Enforcement:
	Indicate what enforcement actions (including PRP search, notification letters, administrative orders, etc.) have been initiated by EPA or the State.


B.  Planned Response Actions
	Discuss the overall planned response actions.


C.  Next Steps
	For initial POLREP:  Describe plans for response activities.  Include site mobilization, sampling and other cleanup activities.  Also describe any planned enforcement activities including PRP searches.

For progress and final POLREPS: Describe plans for ongoing response activity.  Include waste analysis, containment, and cleanup.  Also describe any planned enforcement activities.


D.  Key Issues
	For all POLREPS:  Identify any problem areas or issues of concern.  


	For final POLREP:  Results Achieved:  State how you achieved the objectives set forth for the response action.  Specifically address any wastes remaining on the site, including those which are contained.  Document how threats to human health and the environment have been reduced or  eliminated.

Discuss the status of the OSC Report and the expected completion date.  If applicable, indicate any future site actions (e.g., RP, remedial, state).


V.  COSTS
	Provide detailed, current cost information from the site's cost documentation.  Note ceiling for contractors, if such ceilings are maintained.  Cost information may be entered in the table below.


Extramural Costs:
Regional Allowance Costs:

Total Cleanup Contractor Costs

IAGs

Cooperative Agreements

Other Extramural Costs not Funded 

From the Regional Allowance:

TAT


NCLP


REAC


Subtotal, Extramural Costs

TOTAL, EXTRAMURAL COSTS
Intramural Costs:

Direct Costs (Region, HQ, ERT)

Intramural Indirect Costs


TOTAL, INTRAMURAL COSTS


TOTAL SITE COST


Project Ceiling
Project Funds Remaining (percentage)

VI.  DISPOSITION OF WASTES
	Using the matrix below, list the waste streams identified, and note the medium and quantity.  For each waste stream, indicate the disposition (containment, treatment, disposal).


Wastestream    Medium    Quantity    Containment    Treatment    Disposal

APPENDIX A-5:  FACT SHEETS and PRESS RELEASES
1.
FACT SHEETStc \l2 "FACT SHEETS
The following Sample Fact Sheet should be used as a template for the Incident Fact Sheets.  The fact sheet is designed to provide the impacted community with important incident details.  Fact sheets 

should be written in non-technical terms and updated as often as possible for distribution to the individual members of the community.  


Sample Fact Sheet
	
U.S. ENVIRONMENTAL PROTECTION AGENCY


FACT SHEET


"Name of Incident"


"Date"

	CONTACT

PHONE:





FAX:

	SITUATION:  summarize events to-date, explain how the responders got involved and explain their roles

	WHAT HAPPENED (or is Happening now):  
describe the spill, any response efforts, future plans, etc.

	WHEN:  give time frames, progress expected, etc.


	WHERE:  exact locations, where was oil, where is it now, where is it going?


	WHO:  who is responding, what are there plans, etc.


	HOW:  how much does it cost, how long will it go on, etc.


	WHY:  explain why the release occurred, why certain methods are being used, 
use this block to clarify any information from above that may confuse or mislead the readers

	Graphics/Pictures:



	Additional Information:




2.
PRESS RELEASEtc \l2 "PRESS RELEASE
The following Sample Press Release should be used as a template.  Press releases are designed to provide the media with important incident details.  They should be updated as often as possible and distributed to the media points-of-contact via fax or over the wire.

Press releases are written in an inverted pyramid sequence.  The most important information is in the first paragraph.  Remaining facts are then included in the release in descending order of importance.  Basic information for a press release must include:  who; what; when; where; how; and why.

Sample Press Release
	
US ENVIRONMENTAL PROTECTION AGENCY


Region IV

Office of Public Affairs


Name of Site


Location


Date

Current Site Activities

Brief Site History

Future Activities

Any other pertinent information




APPENDIX A-6:  MEETINGS and BRIEFINGS
Guidelines:  Pollution incidents that generate significant media and community interest normally require press briefings and public meetings.  Given the emergency situation and the dangerous nature of the incident, people want immediate answers and the assurance that life will quickly return to normal.  It is not uncommon for such briefings and meetings to become shouting matches filled with citizens, politicians, private groups, environmental organizations, etc., each trying to express their concerns.

The following guidelines have been included to assist both the OSC and the associated public information officials in preparing for such events.  Through careful preplanning, much of the tension can be removed from the actual meetings.

· Quickly identify buildings that are available and large enough to handle the meetings.  Try to find a location near the incident site.  Possible meeting sites include:  fire stations, city halls, schools, police stations, or other state and local government buildings.

· If meetings and/or briefings are to be on a routine basis, be sure to publish the times and locations well in advance.  

· Provide a press release, statement or press packet to the media prior to holding a press briefing.

· The CIC or MS should have a clear idea of the specific points to be discussed and anticipate questions that may be asked.  Rehearse questions with everyone making a presentation at the meeting, especially the OSC.

· Keep meeting structured but flexible.  This flexibility is required to address community concerns which at times may be different from the scheduled agenda.  If a meeting is overly structured, many community concerns will not be heard or addressed.

· Be sure to invite top officials and make sure that they are up-to-speed on all special interest topics.

· Facilitate presentations and clarify information by using charts, diagrams and any other available visual aides.  This may require creativity due to the emergency situation and often remote location of the incident.

· If the meeting does get out-of-hand, end it whether all presentations have been given or not.  Do not become the victims for other peoples' pent up anger and frustration.


APPENDIX A-7:  JOINT INFORMATION CENTERtc \l1 "APPENDIX A-7:  JOINT INFORMATION CENTER
As stated earlier, the JIC is established when the response is expected to last several days or there is overwhelming community and media interest.

RESPONSIBILITIES OF THE JIC INCLUDE:

· Providing phone lines, manned by knowledgeable individuals, to answer incoming calls.

· Ensuring state and Federal government information representatives are available.

· Issuing press releases to the media and providing copies to response officials.

· Scheduling and coordinating news conferences and media briefings.

· Providing the party responsible for the spill (RP) an opportunity to coordinate their media      efforts with those of the OSC.

The JIC serves two purposes:  to provide "one stop shopping" for journalists and to coordinate media relations by locating all spokespersons together.  The size of the JIC will depend on the number of agencies involved and the level of media interest.  A small JIC can be managed out of a one or two rooms within a building.  However, larger JICs may require an entire building.

For larger JICs, a Director is needed to keep things running smoothly.  Because the USEPA will be the lead federal agency for a spill requiring a JIC, the OSC shall select an USEPA spokesperson to serve as the JIC Director.  Specific sites for the JIC should be selected as soon as possible after responding to the release.  Find a location near the incident but separate from the Incident Command Center.  This allows for greater control over information flow without disturbing the response operations.  A large JIC usually contains three sections:  a large workroom with tables or desks for each represented agency; a separate room for journalists to write and file stories; and a room for press briefings.  If such rooms are provided, they must contain enough phone lines to accommodate each agency's phone and fax machine.

· Workroom:  will be very busy and may be manned 24-hours a day.  Figure on a space large enough to provide a two-person work area for each organization involved.  The JIC will also need a room for the Director.  Phone lines and fax machines are essential.

· Reporter's Room:  can be very simple to allow reporters to work in private.  Be sure to provide phone lines to keep reporters from using the phone in the workroom.

· Briefing Room:  needs to be large enough to hold 20-30 reporters and several TV cameras.  It should have a podium or tables for a panel to face the audience during question and answer sessions.  Good to have two exits; one behind the podium to allow representatives to exit without wading through reporters.

Under most spill scenarios, a JIC of this magnitude will not be necessary, however careful preplanning can minimize the confusion created by a major or worst case discharge.

APPENDIX A-8
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Listing of EPA Region 4 In-land OSCs

Larry Brannen




Karen Buerki



Barbara Caprita



Warren Dixon

Charles Fitzsimmons



Gerald Foree

Benjamin Franco



Richard Jardine



Katrina Jones




Karen Knight

Tillman McAdams



John McKeown

Christopher Militscher



Matthew Monsees

DeLyntoneus Moore



Jose Negron

John Nolen




Robert Rosen

Roberta Runge



Art Smith

Steve Spurlin




Terry Stilman

Fred Stroud




Michael Taylor


Dean Ullock




Ted Walden

Carter Williamson
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