4130 Situation Unit
[Link with USCG Incident Management Handbook page 9-6]
[Link with Situation Unit Leader Job Aid]

The Situation Unit is responsible for gathering incident information and, even more
importantly, ensuring that the information is ‘pushed out” and shared throughout the
entire command team. In addition to gathering current incident information, the Situation
Unit provides predictions on where the incident status might be given weather,
effectiveness of mitigating strategies, and other variables. A combination of both current
situation and prediction will enable the Incident Command/Unified Command to develop
achievable objectives that guide the direction and priorities of the entire incident
management team.

Situation Unit Organization

Situation Unit

Display Processor(s)

Field Observer(s)

Technical Specialist(s)

Figure 1. Situation Unit organization.

Situation Unit Leader Considerations (based on the size and complexity of the
incident):

¢ Determine the number and type of staffing required and order
immediately. Some variables to consider when estimating staffing needs:

Intensity of the operations being conducted

Size of the incident (is there a large command team in place)
Complexity of the incident (may require many technical specialist)
Duration of the incident (need to factor into your staffing needs the
able to manage the Situation Unit 24 x 7)
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¢ What type of technical specialists do you require (Geographic Information
Specialists (GIS), weather specialists, plume modeling specialists, etc.)?
¢ Determine the size of your work space



Situation Unit Leader Responsibilities

¢ Collect current incident information (potential methods):
o0 Debrief division/group supervisors,
Talk to technical specialist(s),
Gather information from meetings and briefings,
Work with other members of the response team such as the Safety
Officer
o Employ your Field Observers (FOBS).
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¢ Brief your Field Observer(s) on expectations
¢ Prepare an incident map for the Incident Action Plan

Use of Field Observers

¢ Ensure that the FOBS is knowledgeable in the type of incident they are
collecting information on.

¢ Coordinate the FOBS field activities with the Operations Section Chief
(OSC). For safety purposes the OSC must know who is in the field and
where they are located.

¢ Ensure that the FOBS is properly outfitted with safety equipment and the
tools needed to collect the incident information (i.e. maps, radio,
transportation, etc.)

¢ Develop a list of things you would like the FOBS to collect while in the
field. For example:
0 Progress of operations

Boundaries of the incident

Weather

Wildlife impacted

Tactical resources on the incident and their location (work with the

Resources Unit Leader to see if they need this information

collected...remember ICS is teamwork)
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Remember to establish a time and method for the FOBS to report their findings. For
example, early on in the incident when the situation you are facing is unclear or dynamic
you may want information communicated back to you every 30 minutes. The method
may be by radio. Don’t let the FOBS go in the field until you have set the reporting back
expectation.

Use of Symbols

Your responsibility is to use the common ICS symbols wherever possible and to make
sure that unique symbols are prominently annotated on the map or chart as to what that
symbol represents (Figure 2 contains both ICS and non-ICS symbology).

You will find that the common ICS symbols do not include symbols for every type of
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contingency and that your particular response discipline may require addition symbols to
better communicate situational status. Your responsibility is to ensure that you clearly
display what the symbol represents.

Map and Charts

The maps/charts you choose to use in displaying incident information must help
responders to do their job and the more detailed your displays are for their area of
operations, the better. A few thoughts to keep in mind as you establish and maintain your
maps and charts:

Strive for a quality presentation

Ensure accuracy of situational information

Maintain current information

Prominently display a map/chart legend

Establish a method to capture map/chart information for historical
purposes

¢ Date and time stamp your map/chart to reflect most recent update
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Figure 3 is an example of an incident map. The map contains a legend so that the user
can interpret the symbols used to annotate key ICS facilities and other symbols unique to
the incident.
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Figure 3. The use of common ICS terminology extends to the symbols used on maps and charts. This
example incident map shows some of the symbols that might be used in response to an incident. In
addition to the common symbols used in ICS, your response discipline may require additional symbols to
communicate incident status.



Establish Situation Displays

Establishing a visual story of what is happening on the incident. This story should
include (list is not inclusive):

¢ The current incident objectives

¢ Summary of the status of the incident. This includes information on the
incident itself (i.e. numbered of injured, buildings damaged, etc.) and
information on response resources (i.e. number of ambulances, fire trucks,
etc.)

¢ The current situation (i.e. incident boundaries, weather, tides & currents,
etc.)

¢ Predictions and potential impacts of what could happen if weather does
not cooperate and mitigation strategies do not have the desired outcome

¢ Schedule of meeting times and locations

Figure 4 is an example of how you might consider setting up your displays. The displays
should be established in a manner that lets anyone examining them quickly capture the
information that they are looking for. These displays serve both the responders and are a
part of the historical record of what transpired on the incident. The situation display
map/chart is used for briefings and meetings, and the need for current and accurate
information is absolutely essential.

The displays should never be moved. If the complexity of the incident requires a
dedicated briefing area, a duplicate set of maps will have to be maintained.
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Figure 4. As soon as possible, establish a situational display. There is no prescribed manner in how you
must do the display, but keep in mind that the information needs to be displayed in a way that benefits the

entire response team.



Information dissemination

The same level of attention and planning that you gave to gathering information needs to
be put into disseminating the information you collected and analyzed out to those that
need it. Information needs will vary depending on who in the command team needs the
information 1C, OSC, RESL and others. Your job is to ‘feed’ them all.

You should use all avenues at your disposal to “push” information out to the response
team. In addition to the large wall displays in Figure 4, you should use “inboxes/outbox”
(like those used on a persons work desk) for getting information out to the response team,
collecting information, and for placing historical records that the Documentation Unit
will require.

Boxes identified for distributing information might contain:

¢ 8Y2x 11 inch copies of the most recent incident map
¢ Future weather, tides, and sunrise/sunset

¢ Extra Incident Action Plans
¢ Meeting schedule

Boxes identified for collecting information might contain:
¢ Field Observer reports
Boxes identified for historical records might contain:

¢ [ICS-214, Unit Log

¢ Annotated maps/charts

¢ 1CS-209, Incident Status Summary
¢ Photographs

Meetings and Briefings
[Link to Meeting and Briefings]

Every formal meeting or briefing that takes place within the ICS Planning Process starts
with a situational brief. This is to ensure that the decisions being made are grounded in
the most current information known about the status of the incident. The burden you
carry as the SITL is to deliver those situational updates with the greatest accuracy
achievable and to assure the highest quality possible. You generally do not have a lot of
time to give your updates so you must have everything ready to go: maps, briefing notes,
etc. Your words and graphics must paint a picture of the current incident status and a
glimpse into the future of what the status might be. At a bare minimum, your briefs
should include:

¢ The perimeter of the incident
¢ Operation Section organizational boundaries (i.e. divisions, branches)



Established support facilities

Key geographic features

Wind direction and speed

Tides and currents (if appropriate)
Success of mitigation measures
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Measurement of Success

You know you have done a good job as the Situation Unit Leader with your maps, charts
and other displays if responders are coming to you for information. This is especially
true if the Operations Section Chief uses your products to outline their tactical plans.



4140 Resources Unit
[Link with USCG Incident Management Handbook page 9-3]
[Link with Resources Unit Leader Job Aid]

The Resources Unit Leader (RESL) position is perhaps the most challenging position
with the ICS organization. The RESL is responsible for maintaining the check-in, and
tracking the current status (assigned, available, out of service) and location of all
resources at an incident. The effectiveness and efficiency of the response is directly
impacted by the how well the Resources Unit performs. To accomplish their
responsibilities the RESL is reliant on everyone else involved in the response to support
their resource tracking needs, however, the most critical relationship is between the
RESL and the Operations Section Chief.

The guidance in this Section includes

¢ Resources Unit Organization
¢ Initial Action of the Resources Unit Leader
0 Obtain a briefing from the 1C or PSC
Determine staffing needs
Order your staff
Establish Check-in
Select a work location
Conduct a field verification
Establish Resource Status Display
A Header cards
¢ Role of the Resources Unit in supporting Operations
¢ Resources Unit role in the ICS Planning Process
0 Tactics Meeting
0 Planning Meeting
¢ Resources Unit role in developing the Incident Action Plan
Other responsibilities of the Resources Unit Leader
¢ Resources Unit role in demobilization
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Figure 1. The Resources Unit organization. On small incidents the Resources Unit Leader may perform all
the duties with only minimal support; however, in a large incident the Resources Unit Leader requires
substantial support especially during the early stages of the response when large quantities of resources are
responding to the incident.

Initial Action of the Resources Unit Leader

¢ Obtain a briefing from the Incident Commander (IC) or Planning Section
Chief (PSC)
0 Get as detailed a brief as possible
o Enquire if there is an 1CS-201, Incident Briefing Form available
¢ Determine staffing needs
0 Based on the briefing from the 1C or PSC determine the size staff
required to run the Unit
o During a large incident, the Resources Unit requires a significant
staff early on to capture the large influx of incoming resources
o Figure 2 provides guidelines to help determine staffing needs

Resources Unit Staffing Guidelines
(per 12 hour period)

Size of Incident
(Number of Divisions / Groups)

Resources Unit Position > 5 10 15 25

Resources Unit Leader 1 1 1 1 1
Status Recorder 1 2 3 3 3
Check-in Recorders* As needed

Total Staffing 2 3 4 14 4

Figure 2. The Resources Unit Staffing Guideline is a good reference to help determine the number of personnel
necessary to successfully manage all of the responsibilities of the Resources Unit. * The number of Check-in
recorders is not fixed since it depends on the number of check-in locations established and the number of Check-in
recorders needed at each of those locations.

¢ Order your staff
o0 Do not delay in ordering staff it takes time for personnel to arrive
to the incident
¢ Establish Check-In
o During the early stages of a response, check-in locations are
usually established at many different locations (see Figure 3) to
handle the volume of arriving resources
0 The quality and thoroughness of the Check-in Recorders in
capturing the information on a resource is critical.



0 Once the response shifts from the reactive mode to the proactive
mode check-in should ideally only occur at the incident base or
hotels.
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Figure 3. Resources responding to an incident first report to Check-in. Check-in locations include the
Incident Command Post, Staging Areas, Helibases, Incident Base or Camps/Hotels. The Resources Unit
Leader will assign Check-in Recorders at the various locations to ensure that all resources are properly
checked in and that the information is relayed back to the Resources Unit. The symbology for each location
is used by the Situation Unit to place on incident maps.

¢ Select a work location
o Ensure that the Unit has adequate wall space to allow for the
proper display of all resource information (i.e. T-card racks, ICS-
207, Incident Organization Chart)
o Establish the Unit in a way that protects the displays, but enables
the response team to readily view the information

¢ Determine what resources are already in the field (field verification)

0 There are several ways to verify the kind and location of any
resources that arrived on-scene prior to the establishment of check-
in:

A Use Field Observers
A Send Check-in Recorders
A Work with Operations to get the information from the
Division and Group Supervisors
¢ Establish a Resources Status Display



Establishing a Resource Status Display
The Resource Status Display is the culmination of a process that started with:

¢ Check-in of arriving resources using the 1CS-211, Check-In Form

¢ Field verification of resources that arrived on-scene before check-in was
established

¢ Communicate resources check-in information back to the Incident
Command Post where Status Recorders transfer it to the appropriate
colored T-card and placed in a Resource Status Display that shows its
location on the incident

Header Cards: Incident locations are recorded on grey colored cards called Header cards
(see Figure). The naming on Header cards comes from the Operations Section Chief
(OSC) and the Resources Unit Leader.

¢ The Operations Section Chief
0 Determines how an incident is divided into manageable units. For
example: Division A, Search Group
0 The RESL uses that exact naming to identify location of
operational resources
¢ The Resources Unit Leader
o Establish the naming of Header cards for overhead personnel at
the Incident Command Post. For example, a RESL may title a
Header card titled 'Command’, and place the Incident Commander,
Liaison Officer, Safety Officer and Information Officer’s cards
under it. For those working in the Planning Section, the RESL
may label a Header card 'Planning’ and place all overhead
personnel in Planning under that card.

Division A Plaming Logistics

Search Group Commard

Figure 4. Header cards are a simple way to organize a resource status display according to the resource’s
location on the incident. Remember the RESL’s job is to maintain an accurate “picture’ of all incident
resources including their location. Others on the team should readily understand the display.



Figure 5 is an example of a resource status display using the Incident Command System

T-cards.
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The initial method of establishing a visual resource tracking system is often using the ICS

T-Cards System, but regardless of the system used to be effective it should:

¢ Visually display resources in a manner that is readily understood by the

entire response team

¢ Display accurate information for the current operational period
¢ Be flexible enough to expand and display hundreds of resources

Role of the Resources Unit in supporting the Operations Section Chief

The resource flowchart in Figure 6 outlines the process that the OSC follows to fill

unanticipated resource requirements during an Operational Period.

Should the OSC require a
resource when conducting
operations they have several
options for obtaining the
particular resource they want.

o

If the Resources Unit has the required
resource, Operations is notified and the
resource is assigned

OR

If the Resources Unit does not have the
resource, the Resources Unit submits a
resource request to Logistics and
notifies Operations of the estimated
time of arrival

The OSC can fill the resource
requirement by internally
shifting resources from one
assignment to another

OR
If the OSC established a
Staging Area, they can check
with the Staging Manager

If the resource is in
staging, it is reassigned to
to fill the OSC requirement

OR

If the OSC can not shift a
resource and the resource
is not in Staging, the OSC
contacts the Resources
Unit and checks on
available resources that are
on the incident but not yet
assigned

Figure 6. Resources assignment flow chart during an Operational Period.




Resource Unit Role in the ICS Planning Cycle

The reason the RESL has established check-in, conducted field verification and

established a resource status display is to support the Planning Process. Figure 7 is an
overview of the RESL’s responsibilities in supporting the Planning Process.
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Figure 7. The Planning “P” is a visual representation of the ICS Planning Process. The

Resources Unit Leader is critical to the Planning Process and must have an accurate
accounting of all incident resources or they can not support the Planning Process.



Tactics Meeting. The RESL must come to the meeting prepared to provide information
on what tactical resources and Operations overhead personnel (i.e. supervisors, directors,
leaders, etc.) are on the incident and are available for to work the next Operational

Period.

The centerpiece of the Tactics Meeting is the completion of the draft ICS-215,
Operational Planning Worksheet, which will be finalized at the Planning Meeting. Figure
8 is an example of a section of the ICS-215 and the information that the RESL is
responsible for providing during the meeting. The RESL has two primary responsibilities

during the Tactics Meeting are:

¢ Provide the number and kind of resources that are currently on the incident
and are available to support operations during the next operational period

¢ Document meeting decisions using the ICS-215
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the number and kind of on the incident that can be
tactical resources that are committed to Search Group
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Figure 8. The Resources Unit Leader comes to the Tactics Meeting ready to provide
resource information to accurately fill in the HAVE blocks on the ICS-215, Operational

Planning Meeting. The Planning Meeting is where the Incident Commander/Unified
Command are briefed on the tactical plan for the next Operational Period. The RESL has

several responsibilities in supporting the Planning Meeting:

¢ Make changes to the ICS-215 as necessary
¢ Modify the command objectives as directed



¢ Confirm the availability of resources to meet the objectives for the next

Operational Period
¢ Request additional resources for any identified shortfalls

Resources Unit role in developing the Incident Action Plan

At the end of the Planning Meeting, the Incident Commander/Unified Commanders will
tentatively approve the Incident Action Plan for the next Operational Period. The
command and general staff, led by the Planning Section Chief, then begin putting
together an Incident Action Plan. The RESL is central to this effort. Several key parts of
the Incident Action Plan are the responsibility of the RESL (see Figure 9):

¢ Completes the ICS-204, Assignment List
o0 The IAP will have an ICS-204 for every division, group and
staging area that the OSC lists on the 1CS-215
¢ Completes the ICS-203, Organizational Assignment List is completed
¢ Collects all the parts of the Incident Action Plan and delivers the plan to
the Documentation Unit Leader (DOCL)
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Figure 9. The Resources Unit is responsible for completing several key components of the Incident Action
Plan: the ICS-204 Assignment List and 1CS-203 Organization List

Other Responsibilities of the Resources Unit Leader

The RESL is responsible for:

¢

0

Ensuring that the 1CS-215, once no longer needed, is given to the
Documentation Unit Leader to be archived

Supporting safety by remaining sensitive to fatigue associated with
difficult assignments and make assignments accordingly

Maintain an up-to-date ICS-207, Organizational Chart

Maintain an updated ICS-214, Unit Log

Looking for resources that are checked into the incident but have not been
used for several Operational Periods and discuss demobilizing the
resource with the Planning Section and Operations Section Chiefs.

10



Resources Unit Role in Demobilization

Demobilization is an orderly and planned process and the Resources Unit has an
important role in ensuring that the process is a smooth one.

Resources that are scheduled for demobilization are placed under a Header Card labeled
DEMOB. Once the Demobilization Unit Leader has advised the RESL that the resource
is released, the T-card is updated with the demobilization information and then it is sent
to the Documentation Unit Leader as part of the incident’s historical record.

11



4145 Volunteer Coordinator Responsibilities
[Link to the Incident Management Handbook page 9-5]

The volunteer coordinator plays a critical role in the Unified Command’s outreach to the
public. Following is a list of activities that the Volunteer Coordinator should oversee.

¢

¢

Coordinate work assignments with volunteer organizations assisting in
support activities
Establish and maintain a dedicated volunteer phone line and answering
machine to handle inquiries
Ensure convergent volunteers (individuals from the general public who
spontaneously appear to participate in cleanup efforts) are documented
and directed to one of the volunteer organizations
Ensure volunteer support organizations have volunteers complete and
submit the following documents to the VVolunteer Coordinator
0 Volunteer Contact Information & Experience Form [Link to
Volunteer Form Section 9725]
Document level of training, support, and oversight provided by volunteer
organizations. Refer to Volunteer Training Requirement Section 4145.2.
Supply the training documentation from volunteer organizations to the
Unified Command
Ensure volunteer organizations maintain records of volunteer hours
Ensure volunteers meet the following criteria:
0 Volunteers need to be at least 18 years of age
0 Beingood health
0 Have a current tetanus inoculation if working in the field or with
wildlife
0 Do not have immuno-compromising illnesses if working with
wildlife
0 Have a current driver’s license registration and proof of insurance
if transporting wildlife or personnel in one’s personal vehicle
Document activities on an ICS 214, Unit Log

4145.1 Volunteer Response Activities

Volunteers cannot be directly used in the cleanup of oiled beaches and water. However,
volunteers can be used to support the following activities with Unified Command

Approval.

O 0000000

Wildlife transport

Wildlife rehabilitation

Wildlife husbandry

Pre-impact shoreline or riverbank surveys
Pre-impact shoreline or riverbank cleanup
Post spill shoreline or riverbank surveys
Post spill shoreline or riverbank surveys
Post spill wildlife and habitat surveys



¢ Post spill economic impact surveys

4145.2 Volunteer Training Requirements

Although volunteers are not employees of the VVolunteers Organization, they will be
considered workers and will be required to complete or possess required hazardous
substances, safety, and health hazard training 29 CFR 1910.120(e) if participating in
hazardous operations. In addition, volunteers participating in wildlife rescue or
rehabilitation must be trained to recognize and minimize risk of injuries from oil and
physical hazards associated with wildlife response operations prior to being allowed to
participate in on-site operations. Elements of required and recommended training will
vary depending on the tasks of the individuals involved in the response. Training-hour
requirements and specific courses vary with level of involvement, agency policy, Unified
Command requirements, and OSHA and state regulations. VVolunteers that do not possess
the required training will not be permitted to participate in Unified Command sanctioned
response activities.

General Training for all Volunteers

Depending on the tasks the volunteers are performing, all volunteers engaged in
hazardous operations will be required to have completed the appropriate level of training
as outlined below.

¢
G

29 CFR 1910.120(e)(2) establishes the elements of training to be covered.
General site workers 29 CFR 1910.120(e)(3)(i): require 40 hours of instruction
and a minimum of 3 days actual field experience under the direct supervision of a
trained, experienced supervisor. Volunteers should not be put in situations where
they would be considered a general site worker.

Occasional site workers 29 CFR 1910.120(e)(3)(ii): require 24 hours of
instruction and a minimum of 1 day actual field experience under the direct
supervision of a trained, experienced supervisor. An example of this category
worker is a field observer.

Monitored site workers where exposures are under permissible exposure limits
29 CFR 1910.120(e)(iii): require 24 hours of instruction and a minimum of 1 day
actual field experience under the direct supervision of a trained, experienced
supervisor. An example of this category worker is an oiled-bird rescue and
rehabilitation person.

Management and Supervisors: 29 CFR 1910.120 (e)(4) who are only responsible
for Occasional and Monitored site workers may receive 24 hours of initial
training, 1 day supervised field experience and at least an additional 8 hours of
specialized training at the time of the job assignment on such topics as, but not
limited to, the “employer’s” safety and health program, personnel protective
equipment, and health hazard monitoring procedures and techniques.



Specific Volunteer Activity and Recommended Training

Volunteers engaged in the following activities are recommended to have the following
training in addition to the required general training.

Bird Deterrence or Bird Hazing Activities
¢ Volunteers engaged in this activity should attend an 8-hour bird deterrent training
workshop.
¢ Volunteers using pyrotechnics or firearms should attend 8-hours of firearm safety
training and 4-hours of range training.

Bird Capture, Field Stabilization, Bird Transport and Bird Washing Activities
¢ Personnel engaged in these activities should attend 16 hours of basic
rehabilitation skills training.
¢ Personnel engaged in bird washing should attend a 4-hour bird washing skills
training session.

Volunteers Operating or Riding in Boats
¢ Personnel operating boats should be licensed or certified with 24 hour watercraft
operator safety training.
¢ Boat riders should only ride with certified or licensed operators.

Volunteers in Small Aircraft
¢ Personnel riding in small aircraft performing field functions such as, bird surveys
should complete an 8-hour basic aviation safety-training course.

Field Teams
¢ Certified in First Aid and CPR.

Incident Command Post Personnel
¢ Personnel participating in the Incident Command Center should be trained to a
minimum level of 1CS-300.



4146 Volunteer Organizations

Volunteer organizations in Sector Delaware Bay’s Area of Responsibility that can
support Unified Command operations during spill response operations include:

¢

¢

Tri-State Bird Rescue & Research Inc. Newark, DE 19711 (phone 302-737-7241)

The Marine Mammal Stranding Center, Brigantine, New Jersey, (phone 609-266-
0538), (mmsc@verizon.net)

Marine Education, Research and Rehabilitation Institute, Inc., Nassau, Delaware
(phone: 302-228-5029) (merrins@earthlink.net).

Delaware River Keeper Network, Washington Crossing, PA 18977 (phone 215-
369-1188)


mailto: email: mmsc@verizon.net
mailto:merrins@earthlink.net

4150 Documentation Unit Leader

The role of the Documentation Unit Leader in an Incident Command System organization
provides the Incident Command (IC)/Unified Command (UC) the ability to create a
documentation package from its inception to the point where litigation may occur. For
assistance in documentation contact Chuck Anglin Response Documentation Specialist
TRACEN Yorktown (757) 856-2920 Office (757) 561-9275 Cell.

First Priority: Determine size and complexity of incident
Expectations of the FOSC
Agencies/Organizations/Stakeholders involved
Establish FOSC support for Documentation as the repository for all
documents during the response.

& Attend meetings to determine if new documents have been created which
should be included in archive i.e.: plans, decisions documented, etc.

o
(0}
o

Command and General Staff
Tactics
Planning

& Collect pertinent documents

(0]
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o

Original 1AP’s with signature in blue ink. Number pages i.e.: 1 of
22, 2 of 22 etc.

214s Unit Logs/Command Post Positions and CG Monitors in field
209s Incident Status

215sPlanning Worksheet

Command decisions/directives

211s Daily Check In Sheet

213s Resource Request

Site Safety Plan with signature in blue ink. Number pages i.e.: 1 of
22, 2 of 22 etc.

Signature sheets of members who reviewed Site Safety Plan

Daily Tailgate Safety Briefs with members signatures

Create system to collect all digital photography with logs giving
description of photo, who took it, and date taken

Collect original of all Plans created with signatures in blue ink
Have someone take minutes at all meetings that FOSC is involved
and maintain a file by date

SITREP’s with all addressee’s, date, and time group

Daily reports from US Fish & Wildlife

Daily reports from NOAA

Correspondence i.e.: COTP Orders, NOFI, Ltrs from RP, e-mail
etc

SCAT data

Spill trajectory maps

Sampling data

Press Releases

Weather & Tides

Business Cards

[] Communicate documentation procedures to the entire command team

[] Consider placing an assistant to have a Documentation Unit staff member assigned to
the Unified Command to ensure formal documentation of decisions are recorded.

[] Document Safeguarding (keep under lock and key as per 40CFR 300.315(d))



4160 Demobilization Unit
[Link to the Incident Management Handbook page 9-9]

The orderly release of incident resources is the entire command team’s responsibility.
However, it is the Demobilization Unit’s job to set an orderly plan in motion and to
ensure that the plan is followed. Effective management of demobilization is critical to
the incremental downsizing of incident resources.

Demobilization Unit Leader Responsibilities

¢

0

¢

The orderly release of all resources (equipment and personnel)
Establishing a Demobilization Plan

Coordinating and supporting the implementation of the Demobilization
Plan

Prepare ICS-221, Demobilization Check out Forms [Link to 1CS-221]
Advise the Planning Chief of demobilization progress

As requested by the Planning Section Chief, attended planning meetings
and briefs to provide information on the Plan.

Documenting activities on an ICS 214, Unit Log

Determine the Size and Complexity of the Demobilization

Prior to starting the demobilization process it is important to get an estimate on the size
and duration of demobilization. To help accomplish this:

¢

¢

Obtain a briefing from the Planning Section Chief
0 Determine how much time you have to establish the
Demobilization Unit before resources will start demobilizing
Review incident documents to determine the scope of demobilization
0 ICS-201, Incident Briefing Form (initial response resources may
have not been captured during check-in)
0 ICS-211, Check-in Form(s)
0 ICS-219, T-cards (what resources are currently assigned and where
are they)
0 Incident action Plans (Which Operational Period resources are
assigned)

Order your Staff

¢

Based on the briefing and incident document review order in support staff.
If the Logistics Section is in place and functioning, order your personnel
needs through Logistics. If Logistics is not established, communicate your
personnel resources needs to the Planning Section Chief.
o Consider getting multi-agency representation in the
Demobilization Unit



0 Work with the Resources Unit Leader to determine if it is feasible
to get Resource Status Recorders to help in the demobilization
process

Elements of a Demobilization Plan
[Link to a generic Demobilization Plan Section 9785]
[Link to a sample Demobilization Plan 9786]

¢ General Information
0 Incident Commander/Unified Command expectations
o0 Safety considerations
o0 Directions to the Section Chiefs
¢ Responsibilities
0 Section Chiefs
A Determine excess resources
A Establish tentative release date and time for excess
resources
o0 Demobilization Unit Leader
¢ Release Priorities
0 Work with the Incident Commander/Unified Command to
determine release priorities (consider)
A Type of resource
A Cost
A Personnel welfare (safety and rest)
A Needs of the responding agencies
A Home unit of the resource (out-of-area vs. local)
¢ Release Procedures
¢ Incident Commander/Unified Command Approval

Distribution of the Demobilization Plan

The Demobilization Plan should be distributed at least 24 hours prior to the release of the
first resource. The following should receive a copy of the Demobilization Plan:

Incident Commander/Unified Command
Command and General Staff

Resources Unit Leader

Documentation Unit (original copy)

O 0 0 0

Step in the Demobilization Process

Step I: All unit leaders in Planning, Logistics and Finance/Administration identify any
surplus resources at least 24 hours in advance of their anticipated demobilization time.
The Resources Unit Leader will work with the Operations Section Chief to identify
operational resources.



Step Il: Identified surplus resources for each Section are given to the Section Chief who
will forward the tentative list of surplus resources to the Planning Section Demobilization
Unit.

Step I11: The Demobilization Unit will compile a tentative list of surplus resources from
all Sections and send them to the Incident Commander/Unified Command via the
Planning Section Chief.

Step 1V: Incident Commander/Unified Command approves the list of resources to be
demobilized.

Step V: Approved demobilization list is sent to the Resources Unit and to the appropriate
Section Chiefs.

Step VI: Section Chiefs notify the resources under their control that they have been
approved for demobilization and the procedures to follow.

Step VII: Demobilization Unit ensures that the check out process is followed.

Step VIII: Demobilization Unit sends completed Demobilization Check out forms to
Documentation Unit for the historical record.



TENTATIVE RELEASE LIST

From: (Section Chief or Command Staff)

The following resources are surplus to my needs as of (hours) on
(date). At that time, these resources are available for release processing.

Name of Individual/Crew/Equipment | Position on the Incident

O INO O IWIN -

Signature of Section Chief or Command Staff Officer Date Time




4165 Scientific Support Coordinator

The National Oceanic Atmospheric Administration (NOAA) provides Scientific Support
Coordinators (SSC) to support Federal On-scene Coordinators. The SSCs can provide a
variety of technical support before and during an emergency response operation.

SSC Pre-incident Support

¢

Act as liaison with the regional scientific community to determine the availability
and ability of that community to respond to Sector Delaware Bay requests for
assistance which may be necessitated by spills of oil and hazardous materials.

Formulate new and update existing response plans with respect to scientific
support for spills of oil and hazardous substances in the region in which the
incumbent is assigned. These plans are the framework for all response activities
and therefore, are crucial in effecting efficient and comprehensive response.

Develop and maintain high-level contact with Federal, state, and local agencies,
academic institutions, industrial and other organizations with concerns related to
spills of oil and hazardous substances.

Provide scientific and technical guidance in experimental design, data
management, data analysis, and reporting for oil and hazardous materials spill
response and research programs to insure continuity and the optimization of
research opportunities.

Coordinate NOAA scientific research planning efforts concerning the fate and
effects of spills with other Federal, state, private, and international scientific
research groups to maximize the use of logistics, to avoid duplication of effort and
to combine all resources for research.

Establish, in cooperation with the scientific community within the region, the
kinds of research that are considered necessary to improve the existing capability
to perform work in support of the spill response effort.

SSC Incident Support

¢

¢

Coordinate all scientific response activities relative to the spill, by Federal, state,
local and academic institutions.

Through coordination with other elements of the NOAA HAZMAT Division,
provide the U. S. Coast Guard with information regarding the movement of
pollutants through computer trajectory modeling and observation, biological
resources threatened by the spill, and geomorphological/biological vulnerability
of threatened shorelines.



Set protection priorities related to threatened environmental resources to guide the
U.S. Coast Guard in their cleanup and containment efforts.

Insure that all appropriate details of response plans are carried out for maximum
utilization of resources and avoidance of duplications of efforts.

Insure that all Federal, state, and other groups with legal mandates regarding
activities associated with spills have the opportunity to carry out their mandated
responsibilities.

Evaluate the potential for accomplishing research and development projects
during spill incidents and coordinate such efforts as deemed appropriate.



4610.5 Water Intakes Surface and Sub-surface

There are in excess of 107 water intakes along the Delaware River, its tributaries and in
the inlets and bays along the Delaware and New Jersey Coasts. Theses intakes are used
for a variety of purposes including:

¢ Supplying municipal water systems
¢ Providing cooling water
¢ Supporting manufacture processes, researchers and shellfish farmers

The intakes can be located at the water’s surface, below the water’s surface or on the
river bottom. Oil or chemicals can have a disastrous effect on equipment, water supplies,
manufacturing processes or power generating.

4610.6 Water Intake Notifications

Water intake facilities need to be notified in the early stages of an oil spill or chemical
release. Early notification will allow facilities the time to take precautionary measures.
Shutting down procedures may be a complex task that requires several hours to several
days to safely accomplish. The following methods can be utilized to assure intake
facilities have notice of an incident that might impact their intakes:

¢ Notify the Philadelphia Water Department’s “Early Warning System” at 866-
844-0850

¢ The Delaware River Basin Commission maintains a list of facilities, their
locations and contact information for facilities that draw water through intakes

¢ Notify PADEP

¢ Notify NJDEP

¢ Notify DNREC

Important Note: All notifications to the above agencies and water intake owners must
be logged and reported to the Situation Unit Leader (SITL).



5000 Logistics Section

Without logistical support a response operation will quickly come to a halt. The
Logistics Section must be prepared to deliver the necessary material to support
operations, provide housing and food for responders, ensure incident communications are
well planned and supported, and take care of the myriad of support oriented details that
are absolutely essential to a successful response. Figure 1 is the typical makeup of a fully
activated Logistics Section. The actual size of the Logistics Section will be based on the
needs of the incident.

Logistics Section

Support Branch Service Branch
Facilities Unit Medical Unit
Supply Unit Communications Unit
Ground Support Unit Food Unit

Figure 1. Typical Logistics Section organization when fully activated.

Logistics Section Chief
[Link with USCG Incident Management Handbook]
[Link with Logistic Section Chief Job Aid]

During multi-agency response operation, the Logistics Section will be staffed by several
agencies and/or industry. For the Logistics Section Chief to be successful he/she must
ensure that the Section is integrated and working together.

The Logistics Section Chief is responsible for:

¢ Anticipating incident potential for growth and planning incident facilities and
Logistics Section personnel requirements accordingly
¢ Developing and implementing a resource ordering process
o ldentify agency specifics for requesting and ordering resources



¢ Ensuring daily inventories are conducted
Implementing a ‘resources ordered” matrix to track resources
¢ Ensuring an effective communication network is in place to support incident
operations (may include secure communications)
¢ Ensuring that the following functions are adequately addressed to support incident
operations:
0 Transportation of responders on the incident site
0 Medical services for responders
0 Incident facilities
0 Security
0 Food and shelter for responders
¢ Support development of the Incident Action Plan
Ensure command and general staff are aware of excessive costs
¢ Brief incoming Unit Leaders on:
0 Section operating instructions
0 Chain of command/responsibilities
o Safety
¢ Ifan Area Command or Joint Field Office is established, ensure close
coordination with their Logistics Section. Consult the guidance outlined in the
Area Command and Joint Field Office sections [Link to Area Command] [Link
to Joint Field Office]
¢ Ensure appropriate demobilization of the Logistics Section
0 Account for property and services
Return incident facilities to pre-incident condition
Properly dispose of surplus supplies
Ensure any hazardous materials are properly disposed
Make transportation arrangements for incident equipment
Submit Section records to Documentation Unit
Work closely with Demobilization Unit Leader

0

0

o
o
o
o
(0}
o

Actions to take upon arriving at the incident command post

¢ Get a situational brief from the Incident Command/Unified Command
0 Ata minimum the briefing should include
A Incident situation
Information on current Logistics Section activities/status
Facilities already established
Facilities that will be required
Incident duration
Estimate on the potential size of the response organization
Command and General Staff priorities
Operational Period
Clarify your ordering authority
Any concerns
e Security
e Safety



e Medical

¢ Based on the briefing
o Identify the Logistics Section functions that will need to be filled
o0 Indetermining Section staffing, consider:
A Functions that have to be accomplished
A Length of the Operational Period
A Required staffing (12/24 hour shifts)
o Identify any special requirements
A Equipment
A Facilities
A Labor
o Consider need for Support or Services Branch Directors
¢ Identify Logistic Section work space needs
o0 Proximity to Finance/Administration Section
o Computer and communications needs
¢ If appropriate, verify and address whether incoming personnel have
lodging
¢ Startan ICS-214, Unit Log



General Logistics Section Duties during the ICS Planning Process

Figure 2 Provides a brief overview of the responsibilities of the Logistics Section in support of the ICS

Planning Process.

Review proposed tactics

Identify resource needs and
reporting locations from
ICS215 and 215a

Discuss availability of needed
resources

Identify resource shortfalls

Identify resource support
requirements

Confirm availability of
required resources and
timelines

Survey availability of tactical

Meet with Log Units to determine
status and availability of required

resources

Order necessary resources

Order support for resources

Update Ops on resource unavailability
to meet reporting requirements

Suggest alternatives if necessary

Determine additional
resources necessary to
support objectives

Identify any contingencies as
needed

Verify support for upcoming
plan

Provide estimates of future
service and support
requirements

resources
Report on status of resources already _ Provid
in the pipeline Preparlng_for r?r:/floremation for
Summgr_lze support capabilities, Tactics the Plar_mmg Planning |AP [1CS-205
facilities, comms, etc. ; Meeting ; '
. g Meeting Meeting 206 and
Identify resource ordering process e
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Receive direction from IC/UC Preparing IAP Prep
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Clarify organizational issues Meeting Approval information
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direction General Staff . Section
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Meeting support field
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Check-in
Receive IC/UC briefing
Assess situation
Activate Planning Section
Organize & brief subordinates
Acquire work materials
Begin transition actions
-transportation
-medical
-resources
-communications
-facilities
-resource requesting
-safety issues
-environmental issues
-food/shelter

Incident Brief
1CS-201

Initial Response

&

Notification

Incident/Event

adjustments as needed

Monitor on-going logistical support & make
logistical adjustments

Meet with Unit personnel to monitor
performance

Maintain interaction with Command and
General Staff

Initial Response



Support Branch Organization

Support Branch

Facilities Unit

Supply Unit

Ground Support Unit

Figure 3: The Support Branch is comprised of the Facilities Unit, Supply Unit and Ground Support Unit.
Facilities Unit Leader

The Facilities Unit Leader is responsible for the layout, activation and setup of incident
facilities. Each facility should have a base manager for the overall operation and
cleanliness of the facility.

The initial Incident Command Post (ICP) for response operations under the jurisdiction of
Sector Delaware Bay will be the Integrated Command Center (ICC). Depending on the
complexity and duration of the incident, the ICP may have to be relocated to a large
facility to accommodate a growing number of responders. Relocating the Incident
Command Post (ICP) from the ICC will be done in steps to accommodate and minimize
disruptions of response operations.

/& Step One: Shift command and control to the Unit’s Multipurpose Room. Prior
to the shift, ensure that the room is set up and ready to receive management
personnel. Conduct the following:

0 Prepare layout for the Multi-purpose Room [Link to the Unit’s
Multipurpose Room Transition Plan Section 9770]

o0 Notify local ESDD technician to activate network in the Multi-purpose
Room

A 4 networks and 4 phone jacks

o0 Ensure security is in place. Coordinate use of unit’s Master at Arms
(MAA) force personnel to support security responsibilities

o Provide food, sanitation and overall management of facility

0 Work with Public Information Officer to determine if a Joint Information
Center is required

o Work with ICC to obtain any identified communications equipment (i.e.
radios)

o Display ICP phone numbers

o0 Maintain a Unit Log, ICS-214



/& Step Two: If the incident requires a larger and more permanent Incident
Command Post (ICP), coordinate with the Logistics Section Chief and
Responsible Party representative (if there is one) to find a suitable incident
command post.

o Fill out a Facility Needs Assessment Worksheet [Link to Facility
Worksheet 9792]
o Consult the list of pre-identified facilities that may be available to support
operations [Link to pre-identified facilities]
[Link to Delaware National Guard MOU Section 9771]
o Elements to consider when selecting incident facilities:
A Sufficient size
A Environmentally and structurally sound
A Location
e Upwind and uphill

Proximity to area of operations

Easy ingress and egress

Security

Parking

Sanitation facilities

e Electrical power

/£ Step Three: Develop a transition plan for shifting response operations. The
transition plan should include:

Obijectives for relocating the ICP

Map to the new ICP location

Messing routine

List of ICP phone numbers

Parking information

Diagram of ICP showing location of all key ICS position

Facility security

Should the incident response involve terrorism ensure that the Logistics

Section in the Terrorism Annex is consulted and that law enforcement

facility requirements are met [Link to Terrorism Annex]

O O0O0O0O0O0O0O0

The transition plan must be signed by the Unified Command and be briefed to the
Command and General Staff [Link to an example ICP Transition Plan Section 9796]



Supply Unit Organization

Supply Unit

Ordering Manager

Receiving and Distribution Manager

Figure 4. The Supply Unit is comprised of an Ordering Manger and Receiving and Distribution Manager.

Supply Unit Leader

The Supply Unit Leader is primarily responsible for ordering equipment, personnel and

supplies.

£
£

™

I

Staff Supply Unit with multi-agency personnel

Work with the Logistics Section Chief to develop an approved ordering
process. Ensure the process includes:

0 Who has ordering authority

0 A tracking number attached to each ordered item

If necessary, assign an Ordering Manager and Receiving & Distribution
Manager

Establishing inventory and accountability for shipping and receiving
Ordering additional personnel, equipment and supplies

Managing and inventorying non-tactical equipment

Maintaining a Unit Log, ICS-214

Ordering Manager

M

MM AW

Receive the status of ordered resources from:
0 Resources Unit Leader

0 Receiving and Distribution Manager

0 Administration/Finance Section

Review ordering forms for completeness
Place orders for supplies and equipment
Identify time and location for deliveries
Maintain a Unit Log, ICS-214



Receiving & Distribution Manager

£
£
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Organize like items together

Establish storage areas for:

0 General supplies and equipment

o Fuel

0 Hazardous materials

Check incoming supplies against s of Lading

Notify requesting party of item arrival

Forward bills to Administration/Finance Section for payment
Receive and distribute supplies and non-tactical equipment
Service and repair tools and equipment

Record receipt and distribution of equipment

Maintain a Unit Log, ICS-214

Ground Support Unit Leader

The Ground Support Unit Leader is responsible for all ground support and transportation
of personnel, supplies and equipment to and from the incident.

£
£

I

Coordinate transportation of personnel, supplies, food and equipment
Develop and implement Traffic Plan —

o Foot traffic inside incident facilities

o0 Vehicular traffic

0 Vessel traffic

Maintain incident road maps

Fuel and service maintenance of vehicle pool

Work with the Resource Unit Leader to track ground support vehicles
Maintain a Unit Log, ICS-214

Service Branch Organization

Service Branch

Communications Unit

Medical Unit

Food Unit

Figure 5: The Service Branch is comprised of the Communications Unit, Medical Unit and Food Unit.



Communications Unit Leader

The Communications Unit Leader is responsible for development and implementation of
the communications plans and its effectiveness. The Communications Unit Leader also
supervises the Incident Communication Center, distribution of communications
equipment and communications support personnel.

£

M M

M M

Conduct a Communications Assessment —
o Determine what kind of equipment and support you need for the incident

A Make sure to consider and survey geographical areas for any

physical obstructions/barriers
A Determine need to request external communications support
e Atlantic Strike Team
e LANTAREA (communications support from LANTAREA
can take up to 6 hours to be on-scene)
If a potential or suspected terrorist incident, consult the Terrorism Annex for
additional communications requirements
For security operations, determine need for secure communications
Develop and implement a Communications Plan
0 Maximize inter-agency operability— Atlantic Strike Team and
LANTAREA equipment can support interagency communications

o0 Command Center can support some limited Nextel phones needs
Develop Incident Command System Communications Plan (ICS-205) for
inclusion in the Incident Action Plan
Work with the Sector’s Information Systems Officer to provide Remote
Access Systems tokens for responders
Coordinate and document distribution of Coast Guard laptops
Maintain a Unit Log, 1CS-214

Medical Unit

Medical Unit Leader is responsible for all medical issues for those involved with the
incident. MU Leader is in charge with developing an evacuation plan, coordination of
emergency response (EMS) personnel and management of all medical supplies.

£
£

m MM

Provide ICP with Medical Plan — ICS 206

Coordinate Critical Incident Support Management (CISM) for
responders

Manage all rehab, and coordination of initial treatment of responders
Manage ordering and distribution of medical supplies

Develop Emergency Evacuation Plan, including evacuation routes for
Incident Command Post and Forward Operating Bases personnel
Maintain a Unit Log — ICS 214



Food Unit

The Food Unit Leader (FDUL) is responsible for subsistence of all personnel involved
with incident and is in charge of ordering and distributing food and potable water to all
incident facilities. The FDUL ensures the quality and safety of all food being distributed.

Determine best method of feeding responders

Coordinate distribution of food to Forwarding Operating Base personnel
Order food supplies, such as potable water and non-perishable food items
Maintain health and safety of food distribution and food handlers
Maintain a Unit Log, ICS-214

b I B B



6000 Finance/Administration Section

The Finance/Administration Section is responsible for managing all incident costs and financial
considerations. The Section is generally set up for any incident that may require on-site financial
management. In general, the decision to establish a Finance/Administration section will depend
on two factors:

¢ The financial complexity of the response
¢ The number of tactical assets deployed (usually measured by the number of tactical
divisions/groups established or likely to be established)

In general, sections are integrated under a unified command to varying degrees depending upon
the nature of the work and restrictions on standard operating procedures. The Planning Section,
for instance, is highly integrated with “agency stovepipes” completely eliminated. At the other
end of the spectrum, the Finance/Administration Section deals with employees, equipment,
procurements, and contracts completely bound by different agency policy and legal
requirements. In most instances these different agency requirements cannot easily be resolved,
and the Section normally operates almost as a grouping of agency “stove-pipes” within each
Unit, integrated into a coherent whole by the Unit Leaders and Section Chief.

Figure 1 is the typical makeup of a fully activated Finance/Administration Section. The actual
size of the Finance/Administration Section will be based on the needs of the incident.

Finance/Administration Section

Cost Unit

Time Unit

Compensation/Claims Unit

Procurement Unit

Figure 1. Typical Finance/Administration Section organization when fully activated.



Finance/Administration Section Chief

[Link with Finance/Administration Section Chief Job Aid]
[Link with USCG Incident Management Handbook]
[Finance and Resource Management Field Guide (FFARM)]

The Finance and Administration Section Chief is responsible for all financial and cost analysis
aspects of the incident.

¢

¢

0O 0 00

0O 0

Implement and manage the Finance Section branches and units needed to proactively
accomplish Finance Section actions
Provide, manage, coordinate, document, and account for access to the Oil Spill Liability
Trust Fund (OSLTF) and the CERCLA fund (also known as the SUPERFUND).
Coordinate and ensure the proper completion of response cost accounting documentation
Coordinate and manage response ceilings, budgets and cost estimates
Provide financial support for contracting services, purchases, and payments
Serve as the primary contact to the National Pollution Funds Center (NPFC) and the
NPFC Case Officer to coordinate response cost recovery actions
Identify additional financial services resources or logistics support needed
Well before a ceiling is actually reached, project the “burn rate” and advise the Unified
Command when a ceiling must be increased
With Unified Command approval, increase various fund ceilings
Compile and maintain daily an inventory of all equipment purchases by purchasing
agency and charged fund
Maintain daily reports of costs against a ceiling as required by the NPFC
Obtain a Federal Project Number (FPN) for the OSLTF fund, a CERCLA Project
Number (CPN) for the CERCLA Fund, and authorized ceilings for funding stream
Forward all approved contractor invoices to the appropriate agency processing center for
payment, keeping copies for the Unified Command’s records/Documentation Unit
Within 120 days of the end of the cleanup, complete Financial Summary reports for each
and every fund/ceiling managed by the Section
After the response, ensure that contractor invoices are certified by the FOSC or other
person as designated within the required timeframe
Once a FPN has been obtained, all message traffic must contain the National Pollution
Funds Center (NPFC), Coast Guard Finance Center, and Maintenance and Logistics
Command (MLC) as information addressees
Pollution Removal Funding Authorizations (PRFAS)
o Example PRFA language for Consultation under the Endangered Species Act
[Link to Part V Section D of ESA MOA Section 9716]

Cost Unit

To be successful, the Cost Unit must work closely with the Procurement Unit and Time Unit.
The Cost Unit is responsible for the following functions:



¢ Manage, coordinate, and perform cost documentation in accordance with OSLTF and
State requirements to account for response costs

¢ Plan, coordinate, document, and account for response costs based on the time personnel,
equipment, and other resources are accountable to the response (from the Time Unit)

¢ ldentify additional resources and logistics support needed to perform cost documentation
and time keeping services

¢ Report on documented response costs and projected response costs

¢ Obtain copies of and Pollution Removal Funding Authorizations (PRFA) and
Authorizations To Proceed from the Procurement Unit

¢ Identify and distribute the appropriate cost documentation forms

¢ Monitor U.S. Coast Guard and other Unified Command operational forces on a daily
basis. Collect copies of aircraft use logs and vessel operating/navigation logs in addition
to Daily Resource Reports (form CG-5136 series) from the Time Unit

¢ Monitor other government agency (OGA) response personnel on a daily basis. Collect
SF-1080 or SF-1081 vouchers and supporting OGA documentation

o Normally, the type of required documentation will be detailed in the PRFA for the
OGA response contribution from the Time Unit

¢ Add up obligations from all sources (contractor, unified command, and OGAS) against
each fund ceiling (for this reason, it will be imperative to understand fully Unified
Command decisions about which actions/contracts are directed to be made against which
funding source)

¢ Monitor direct costs and Anticipated Costs and track the obligations against the various
ceilings on a daily basis

¢ Monitor contractors for all agencies on a daily basis. Collect both receipts and Daily
Resource Reports (form CG-5136 series) from the Time Unit

Time Unit

The Time Unit is responsible for recording personnel and equipment time expenditures on the
response, and in larger responses for managing the response commissary. Typical duties
include:

¢ Determine agency/organization time reporting requirements for personnel and equipment,
and assure the right time-documentation is made by operational personnel according to
the governing time requirements. Where the situation is unclear, federal time collection
data forms shall be used

¢ Maintain separate logs for overtime expenditures

¢ Track personnel and equipment hours against fatigue limits and resource burn-rate targets

¢ Submit daily summarized personnel and equipment time reports to the Cost Unit in a
format agreed upon as satisfying the Cost Unit’s cost recovery procedures

¢ Establish a commissary on larger and long-term responses

¢ Assure records are updated and provided continuously to agency representatives for their
personnel and equipment time expenditures. Provide complete time records to the
agency upon demobilization of resources



¢ Identify, track, and raise safety-related fatigue/burn-rate overtime issues to the
Finance/Administration Unit Leader.

Compensation/Claims Unit

The Claims and Compensation Unit is responsible for the following functions:

Receive, coordinate, document, and process claims against the OSLTF, NRDA, or State
funding sources

Coordinate evaluation of personal property damage claims

Identify additional resources and logistics support needed to process claims

Report on the status of claims processing

Overall management and direction of all compensation for Injury Specialists and Claims
Specialist assigned to the incident.

0

0O 000

Procurement Unit

The Procurement Unit is responsible for the following functions:

¢ Negotiate, coordinate, document, and manage all contracts needed to support response
operations

¢ Manage, coordinate, document, and account for all procurement orders needed to support
response operations

¢ Manage, coordinate, document, and account for all payments made to support response
operations

¢ Identify additional resources and logistics support needed to accomplish contracting and
procurement services

¢ Report on the status of contracting, procurement, and payment services

¢ Administer all financial matters pertaining to vendor contracts

Use of the Oil Spill Liability Trust Fund and the CERCLA Fund

Under the NCP (National Oil and Hazardous Substances Pollution Contingency Plan) the FOSC
is charged with directing response efforts and coordinating all other efforts at the scene of a
discharge or release of oil or a hazardous substance. The FOSC is delegated the authority to
ensure that only those actions whose primary purpose is to ensure effective and immediate



removal and mitigation of a discharge of oil or a hazardous material or a substantial threat of a
discharge of oil or hazardous material are undertaken. These actions must be consistent with the
National Oil and Hazards Substances Pollution Contingency Plan. Only approved actions may be
reimbursed by the OSLTF or CERCLA fund.

¢

¢

From the outset of any response, the Federal On-Scene Coordinator (FOSC) should
establish whether federal, state, local or contracting resources are necessary for removal
actions. This includes the utilization of Other Government Agency (OGA)’s technical
expertise and their supporting services, either organic to the organization or through
contract mechanisms.

The Unified Command, when weighing the assistance of Other Government Agencies
must consider the following

o0 Define the scope of the state, local or federal agencies’ expected actions and
allow the FOSC’s staff to evaluate potential claims against the OSLTF.

0 When a state, local or Federal agency responds at the request of the Unified
Command, the Coast Guard representative in the Finance/Administration section
must execute a Pollution Removal Funding Authorization (PRFA) with the
agency’s financial representative. The PRFA assures the agency will be
reimbursed for specific work performed at the FOSC’s request.

Other considerations of the OSLTF and CERCLA involve damage claims, equipment
restoration, and spills from other federal agencies.

¢

The National Contingency Plan places responsibility for spills from federal vessels and
installations on the owning federal agency to use its own funding. However, the Federal
On-Scene Coordinator can use the OSLTF as a last resort to clean up or prevent oil
discharges. When the responsible federal agency is capable of funding the clean up, the
FOSC should attempt to establish a Military Interdepartmental Purchase Request (MIPR)
or equivalent to reimburse the use of FOSC and OGA pollution response equipment and
personnel time.

Claims of damage may be submitted for reimbursement (when approved) from the
OSLTF. Often, such damage claims include the costs of restoring a vessel, facility, etc.,
to operation (as in the case of a third-party vessel which is oil contaminated as a result of
the spill). Actual decontamination of a vessel, facility, or other installation may also
reasonably be a removal action (i.e., to prevent further human health, economic or
environmental damage).

The OSLTF may be used to restore pollution response equipment to inventory in the
condition it was in before the response. ltems used up in the response (consumables) or
damaged beyond economical repair may be replaced.

Discharges from oil tanks and related facilities often cause extensive subsurface or
groundwater contamination. When underground contamination has migrated so as to
cause an actual surface discharge or substantial threat of a discharge into navigable
waters, the OSLTF may be used for removal. When these imminent threat or actual
discharge conditions are not met, the incident is considered a hazardous materials
incident ashore under municipal, county, and state hazardous material discharge rules.
Many if not all of the agencies and organizations responding to a spill will have pre-
arranged sources of supply and service, and all will have legal and procedural limitations
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on procurements. While the emergency elements of the response may expedite
procurements, it does not eliminate the rules governing procurement.

¢ Inalarge response, there is significant possibility that the Responsible Party’s limits of
financial responsibility will be exceeded, opening the possibility that the response may
transition entirely to FOSC / SOSC control.

Federal On-Scene Coordinator Access to OSLTF and CERCLA

The Oil Spill Liability Trust Fund and the Comprehensive Environmental Response,
Compensation and Liability Act are accessed by obtaining a Federal Project Number (for oil
spills) or CERCLA Project Number (for hazardous substance releases) using the Ceiling and
Number Assignment Processing System (CANAPS).

OSLTF: The OSLTF applies to funding responses only when the following two conditions are
both met:

¢ Thereis a discharge of oil (as defined in 33 USC Section 2701(23)), or a substantial
threat of a discharge of oil
0 Into the navigable waters
0 On the adjoining shorelines
0 Into the waters of the exclusive economic zone
o That may affect natural resources under exclusive management authority of the
United States
¢ There are further actions necessary to ensure effective and immediate removal, mitigation
or prevention of the substantial threat

Under OPA 90 the FOSC may allow the responsible party to continue all response efforts within
their capability. The FOSC may simultaneously secure and direct additional response efforts
using contractors or government personnel and equipment.

CERCLA: The CERCLA funding for responses generally applies when the following three
conditions are all met:

¢ A hazardous substance (not oil under 33 USC 2701(33)) has been released, or there is
substantial probability that it will be released

¢ The release (or probable release) presents an imminent and substantial threat to the public
health or welfare

¢ The Responsible Party (RP) is failing to take appropriate actions or it is necessary to
monitor the actions of the RP to assure they are taking appropriate actions.



The FOSC can obligate no more than $250,000 per incident without an approved Action
Memorandum. There is no CERCLA funding for compensation payments to claimants damaged
by hazardous substances.

Procurement Processes and Procedures

Upon obtaining an FPN or CPN, the FOSC can determine whether assistance is needed from a
spill response contractor or a federal, state, or local agency.

Contractor Assistance

¢ Basic Ordering Agreement (BOA):

The BOA is a written instrument of understanding, negotiated between the contracting
office and a contractor as to the agreed upon rates the contractor would charge if the
contractor was requested to assist in the spill response. A BOA is not a contract.

o Contractor is issued an Authorization to Proceed (ATP) with a ceiling amount
once assistance is requested.

£ FOSC sends a message to MLCLANT within 24 hours indicating that an
Authorization to Proceed (ATP) has been issued

£ For issuance of ATPs that exceed $25,000 contact the MLCA Contracting
Office prior to issuance. However if time does not permit, the FOSC can
issue the ATP but must contact the Contracting Office as soon as possible

£ During a spill the Coast Guard will monitor the activities of all contractors
hired by the FOSC as well as document its own costs. For contractors
hired under existing Basic Ordering Agreements (BOAS), the costs shall
be documented on the CG 5136 Pollution Incident Daily Resource Reports
(E1 through E4).

£ Hiring a contractor without a BOA

o The FOSC must first determine that a BOA contractor is unavailable or unable to
perform the required tasks. If the services of a non-BOA contractor are needed,
the following occurs:

£ Notify the MLCA Contracting Office of the FOSC's intent to hire a non-
BOA contractor

£ Upon MLCA approval, the FOSC may issue the Authorization to Proceed
and sends a message as indicated above. The message should clearly state
the name of the non-BOA contractor and the reason why the contractor
was hired



Other Agency Assistance

¢ Pollution Removal Funding Authorization

0 Used by the FOSC to quickly obtain needed services and assistance from other
government agencies: federal, state, or local in oil spill and hazardous material
response actions. It authorizes the agency a maximum funding limit from the
OSLTF or CERCLA funds. Without a PRFA the agency may not be reimbursed
for services conducted during the incident.

£ The organization must document its costs using Coast Guard Pollution

Incident Daily Resource Report forms or similar documentation
containing the same information as the Coast Guard forms and submit all
cost documentation with the SF 1080, VVoucher for Transfers Between
Appropriations and/or Funds.

Of special significance are cases where wildlife cleaning/rehabilitation are
necessary. The Department of the Interior, specifically the U.S. Fish &
Wildlife Service, is responsible for ensuring wildlife issues and concerns
are addressed. A PRFA should be issued to USF&W early in the spill
response with the assurance that they will identify and oversee a
responsible contractor (example: Tri-State Bird Rescue and Research,
Inc.) to clean and rehabilitate affected wildlife.

Trustee Access to the Oil Spill Liability Trust Fund

Administrative Trustees are organizations with responsibilities for specific areas or natural
resources such as the Department of the Interior. The Qil Pollution Act of 1990 (OPA 90)
authorizes these organizations access to the fund through one administrative trustee known as the
Lead Administrative Trustee (which must be a federal agency.) The designation of Lead
Administrative Trustee is made for each spill based on the involvement of each organization.
Administrative trustee access to the emergency fund would most likely be limited to beginning
the natural resource damage assessment process.

External Resources to Support Finance/Administration Section

O 0 0 0

Atlantic Strike Team

Atlantic Area Incident Management Assist Team
District 5 Response Advisory Team

MLCLANT (A-fpc)



