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1.0   INTRODUCTION 

The Murphy Oil U.S.A., Meraux Refinery is located on Highway LA 39 between Chalmette and Meraux, Louisiana and is owned and operated by Murphy Oil USA, Inc., based in El Dorado, Arkansas.  The Meraux facility consists of a 125,000 barrel-a-day refinery, a dock facility at River Mile 87 on the east bank of the Mississippi River, and a truck-loading terminal providing refined petroleum products for distribution in the Gulf Coast market
Prevention is regarded as the first line of defense against any emergency or disaster that might occur at the Meraux facility. However, the management of this facility fully understands the value of being prepared and fully capable of responding to and successfully mitigating and recovering from emergencies and disasters, regardless of how large or complex the event may be.

1.1 Purpose and Objective

Accordingly, this Crisis Management Plan (CMP) has been established as a job aid to help management and employees at the Meraux facility safely and effectively respond to, manage and recover from emergencies and disasters that could reasonably occur.  

More specifically, this plan is established to ensure:

· Murphy is fully prepared for response to all sizes and types of incidents that could reasonably occur. 

· The concepts, principles and terminology of the National Incident Management System (NIMS) – Incident Command System (ICS) are incorporated to provide a consistent framework for emergency and disaster management.

· The NIMS-ICS supports a seamless integration of Murphy response capabilities with those of local emergency services providers, mutual aid partners, emergency services contractors, and local, state and federal jurisdictional authorities and agencies. 

· Clear roles, responsibilities and “expectations” for emergency/disaster preparedness, response, mitigation and recovery activities are developed and communicated within the Murphy organization. 

· A systematic approach to emergency/disaster preparedness and crisis management planning is defined and used as appropriate throughout the organization.

1.2 Scope 

This plan is designed to complement but not replace existing emergency response plans developed to meet various regulatory requirements. 

An important component of this plan is the integration of the concepts, principles and terminology of NIMS and NIMS – ICS.  This incident management system provides the tools and overall framework for consistent response planning that is multi-layered, multifaceted, and therefore fully capable of transitioning to a “Unified Command” organizational structure if other concerned agencies and jurisdictional authorities become involved.

1.3 Principles

The following are key principles that are employed by Murphy in response to emergencies and disasters (regardless of type or severity):

· The protection of human health and safety (life safety) will always be the highest priority.

· Incident stabilization for protection of the environment and property (both inside and outside of the facility) will be the second highest priority.

· Response to emergencies will be timely.  Murphy understands the first few minutes are often the most critical for establishing a credible, effective and life saving response.

· Emergency response personnel will be provided with the highest quality tools, equipment, supplies and technology to ensure their safety and give them the best chance for success. 

· Response to emergencies will be with maximum capability available until the extent of the emergency event is understood.  Murphy understands it is much easier to “ramp down” than it is to “ramp up” in the face of a deteriorating situation.

· The highest quality and intensity of technical and unit/process controls will be applied to contain the problems and normalize conditions. 

· Solutions will be shared with those who share the problem. Murphy will share response decision-making, seek a consensus approach and seek to understand community or public concerns so they may be properly addressed in conjunction with the concerns of facility.  Murphy understands it is important to accept help or input from others when they have a stake in the outcome of the event.

· The facts regarding the cause and consequences of any serious emergency event will be openly shared.  Murphy will be accessible and reach out in a timely manner to the media, to employees, to the public and to concerned organizations with facts regarding the cause and consequences of the event.  Murphy will share its’ concerns and be the best source of information, both positive and negative.

· The reputation and credibility of the Company and the commitment to ethical behavior will be maintained and protected at all times.  Murphy understands that reputation and credibility takes a lifetime to build and only hours to lose.  Maintaining the sincerity, honesty, and integrity of the Company is a primary objective in response to emergencies and disasters.

1.4 Program Responsibilities

Designated Crisis Management Coordinator

· Ensure a constant state of emergency and disaster preparedness is maintained at the Meraux facility.

· Review and update job positions assignments and contact information found in the Emergency Contact Directory of this plan at least quarterly.  
· Review and update the contents of this plan as required to be consistent with Company direction.

· Ensure adequate funds to support emergency and disaster preparedness programs are secured in the annual budget process.  Ensure approved funding supports the purchase of necessary emergency response equipment, equipment maintenance, as well as ongoing training, drills, exercises and third party assessments necessary to maintain a constant state of emergency and disaster preparedness.
· Establish a formal system and a process for getting important emergency related information to impacted and/or displaced employees regarding recovery plans, return to work schedules, payroll, company assistance, temporary housing, etc.  
· Ensure critical spares are identified and an inventory of these critical spares is maintained when they are not readily available for timely purchase.
· Establish a hardened communications infrastructure that cannot be jammed with incoming calls to ensure connectivity during crisis.  Establish alternate backup communications systems and capabilities should the primary systems fail.

· Establish secure backup for critical data files and systems such that the critical data and systems can be accessed and used from an alternate offsite locations.
· Develop and maintain a matrix of the initial and ongoing performance based training requirements (subjects and frequency) for the ERT members, ERT leaders, CMT members and designated support personnel as required to maintain the special skills, knowledge and competencies for expected levels of emergency response and crisis management at the Meraux facility.  Ensure training maintains required competencies and that training programs are not solely driven by compliance (i.e. CBT versus interaction with instructors and hands-on practice).
· Plan and schedule an annual exercise to test emergency preparedness and crisis management plans and procedures and to give ERT members, ERT leaders, CMT members and designated support personnel the opportunity to practice their assigned roles and responsibilities in response to a simulated emergency condition. 

· Identify the location for the primary Emergency Operations Center (EOC) as well as an alternate EOC in the event that the primary EOC is inaccessible.  Ensure adequate equipment, materials and supplies required to support EOC operations for an extended period of time are identified, available and routinely inventoried for both locations.  

· Ensure ongoing visibility of the emergency preparedness program requirements.  Ensure actions, activities and concerns related to emergency preparedness are reviewed by the Meraux Refinery Plant Leadership Team annually.  Ensure any deficiencies discovered in the review process are formally tracked until the deficiency is corrected.  

· Schedule a third party assessment of the emergency preparedness program elements every three years.

Emergency Response Team and Crisis Management Team Members 

· Understand and regularly communicate support for and commitment to all issues related to emergency and disaster preparedness.

· Participate actively and visibly in scheduled training, drills, and exercises.

· Ensure the emergency response and disaster preparedness programs (including related planning, response, mitigation, recovery and training activities) are consistent with recognized industry standards and regulatory requirements.

· Ensure that any obstacles or barriers preventing safe and effective response to emergencies (regardless of the type or severity) are appropriately identified, tracked, addressed and eliminated whenever possible.

· Understand the concepts, principles and terminology of the NIMS-ICS and how to function within the ICS organizational structure and environment.

· Know assigned ICS job position responsibilities.

1.5  Training, Drills and Exercises

The level of emergency and disaster preparedness for any industrial facility is usually proportional to the frequency and quality of training, drills and exercises. The Emergency Response Coordinator is responsible for establishing and maintaining the training, drill, and exercise requirements to meet the emergency response and disaster preparedness objectives of the Meraux Refinery.  Initial and ongoing training, drills and exercises are critical to achieving these objectives.  Training, drills and exercises ensure emergency response plans are effective and employees with assigned roles and responsibilities have the required knowledge and skills to safely, effectively and efficiently perform those roles and responsibilities.

Training and Education

Training and education at the Meraux Refinery include classroom instruction to develop the required knowledge, as well as hands-on instruction and practice when required to develop the required skills.  Computer-based training programs may be used in some cases to ensure assigned personnel are familiar with their roles and responsibilities.  

Training and education for the ERT includes the development of the special knowledge and skills required for safe and effective response to emergencies and disasters that could reasonably occur at the facility.  Emergencies with the highest risk potential include releases of hazardous material, fire and explosions, injuries and fatalities, search and rescue of persons that may be trapped, security threats and natural disasters.  Training and education provides ERT members with a keen knowledge and understanding of the limits of their actions in response to emergencies of all types.  Figure 1-1 on Page 6 provides a matrix of the training and education suggested for ERT members and leaders.
To minimize the need for specialized training the CMT and some designated support personnel, Murphy attempts to parallel their normal day-to-day job duties with those of the assigned ICS/CMT positions as closely as possible.  Special training and education provided for CMT members and designated support personnel include the incident command system, crisis management, emergency communications, bomb/extortion telephone threats, critical incident stress management, grief counseling, preparing press releases, providing media interviews, and using the media to get critical information to employees and the public.  Figure 1-2 on Page 7 provides a matrix of the training and education suggested for CMT members and support personnel.

Records of training and education are maintained by the Murphy Training Department and these records are available for inspection by all jurisdictional authorities.
 Drills

A drill may be designed as a “tabletop” or “functional” drill or some modified version of the two.  A tabletop drill does not require the deployment of equipment or any hands-on tactical response activities.  A functional drill requires the actual deployment of equipment and hands-on tactical response activities to achieve objectives established for the drill.  Drill performance is used to evaluate the quality and frequency of training provided to establish and maintain the required knowledge and skills.
Each drill includes a simulated emergency condition with a relatively narrow scope to provide participants an opportunity to practice and rehearse their assigned roles and responsibilities.  Each drill is performance based and requires participants to demonstrate they possess the required knowledge and skills to achieve the objectives established for the drill.  
Exercises

Exercises are designed as either a “tabletop” or “full-scale” exercise or some modified version designed to meet some specific learning or performance objectives.

Each exercise includes a simulated emergency scenario with a broader scope than a drill to test multiple or perhaps all of the key elements and components of the emergency response plans.  Each exercise is performance based and requires participants to demonstrate they have the required knowledge and skills to carry out assigned roles and responsibilities and achieve the objectives established for the exercise.  As with the drill, exercise performance is used to evaluate the quality and frequency of training provided to establish and maintain the required knowledge and skills.
In contrast, a tabletop exercise requires the assembly of the emergency response and crisis management organizations but does not include any deployment of equipment or performance of hands-on tactical operations.

An annual full-scale functional exercise includes the actual deployment of resources and the actual performance of hands-on tactical operations under simulated emergency or crisis related conditions. This full-scale exercise also includes participation (when possible) of outside emergency services providers when these resources are identified as having a significant role in the response to emergencies at the facility.  
ERT TRAINING GUIDE
	SUBJECT
	WHO
	INITIAL

HOURS
	REFRESHER

HOURS
	FREQUENCY
	REFERENCES

REGULATION/STANDARD

	HAZMAT TECHNICIAN
	ERT
	40-hrs
	8-hrs
	ANNUAL
	OSHA 29 CFR - 1910.120(q)

	ADVANCED EXTERIOR LEVEL FIRE FIGHTING
	ERT
	40-hrs
	24-hrs
	16 hrs-ANNUAL

QUARTERLY DRILLS
	OSHA 29 CFR – 1910.156

NFPA – 600 & 1081

	BASIC FIRST AID / CPR
	ERT
	8-hrs
	8-hrs
	BI-ANNUL
	AMERICAN RED CROSS

	RESCUE TECHNICIAN
	ERT
	40-hrs
	24-hrs
	16 hrs-ANNUAL

QUARTERLY DRILLS
	NFPA – 1670 & 1006

	ADVANCED RESCUE PROGRAMS
	ERTL
	40-hrs
	24-hrs
	TRI-ANNUAL
	NFPA – 1670 & 1006

	INCIDENT COMMANDER/SAFETY OFFICER
	ERTL
	24-hrs
	16-hrs
	ANNUAL
	OSHA 29 CFR – 1910.156

NFPA – 600 & 1081


NOTE: Regulations and standards established for industrial emergency response organizations are typically performance based and are not always specific regarding the number of hours or frequency of training required to meet the performance objectives.  The hours shown above are estimates of the hours and frequencies that should be considered to meet the performance objectives established by the referenced regulations and standards.

Figure 1-1

CMT TRAINING GUIDE
	SUBJECT
	WHO
	INITIAL

HOURS
	REFRESHER

HOURS
	FREQUENCY
	REFERENCES

	EXECUTIVE ICS PROGRAM 
	CMT MEMBERS
	4-hrs
	4-hrs
	TRI-ANNUAL
	GENERAL INDUSTRY STANDARDS

	INTRODUCTION TO ICS PROGRAM
	DM&R SUPPORT PERSONNEL

& SECURITY
	4-hrs
	4-hrs
	BI-ANNUL
	GENERAL INDUSTRY STANDARDS

	MEDIA RELATIONS & DEALING WITH THE MEDIA
	INCIDENT COMMANDERS

INFORMATION OFFICERS
	16-hrs
	8-hrs
	TRI-ANNUAL
	GENERAL INDUSTRY STANDARDS

	bomb/extortion telephone threats
	SECURITY & CLERICAL STAFF
	4-hrs
	4-hrs
	TRI-ANNUAL
	GENERAL INDUSTRY STANDARDS

	CISM AND GRIEF COUNSELING
	FAMILY-      NEXT OF KIN COORDINATORS
	16-hrs
	8-hrs
	TRI- ANNUAL
	GENERAL INDUSTRY STANDARDS

	INCIDENT COMMANDER
	OSIC / IC
	16-hrs
	8-hrs
	ANNUAL
	OSHA 29 CFR – 1910.120

NFPA – 600 & 1081


NOTE:  Regulations and general industry standards are not always consistent or specific regarding subjects, the number of hours or the frequency of training required to meet emergency response and crisis management objectives.  The subjects, hours and frequency of training shown above are estimates that should be considered to meet these objectives.

Figure 1-2

2.0   INCIDENT MANAGEMENT 

In concert with the direction of the U.S. Department of Homeland Security, the Murphy Oil USA, Meraux Refinery has adopted the concepts, principles and terminology of the NIMS - ICS for safe, effective and efficient management of emergencies and disasters (regardless of the type or severity). 

The incident management organization at the Meraux Refinery is composed of an Emergency Response Team (ERT), a designated Crisis Management Team (CMT) and designated emergency support personnel.  This section of the plan provides details on the Murphy Oil USA, Meraux Refinery incident management organization and how this group implements and uses the ICS for managing on-scene emergency response activities as well as the critical crisis related issues resulting from the event (the consequences). 

2.1 The Emergency Response Team (ERT)

The ERT is the initial response component of the Meraux incident management organization.  The ERT is staffed by employees that have volunteered for emergency response duties.  However, Murphy Oil reserves the right to assign employees to the ERT to meet required staffing levels when there is not sufficient volunteer participation.  The ERT provides immediate in-house emergency response capabilities on each of the rotating shifts and during all hours of operation.  

Within the ERT organization, specialized teams are trained and qualified according to regulatory requirements and recognized industry standards to provide advanced exterior level fire fighting, technician level hazmat operations, technician level rescue operations, and basic first aid level medical treatment.  Many ERT members are cross-trained and are qualified for multiple areas of emergency response.  In all cases, the actions ERT members may take and the tasks they may perform in response to an emergency are limited by their training and qualifications.

In the initial response to an emergency, a designated on-duty Shift Supervisor is the On-Scene Incident Commander (OSIC) with assigned responsibility for establishing command at the emergency scene and implementing the ICS.  A qualified ERT Leader assumes the Operations Section Chief position within the ICS and directs the actions and activities of on-duty ERT members responding to the emergency scene.

When notified of an emergency condition, the on-duty OSIC and all available on-duty ERT members leave their normal job assignments and immediately respond to the emergency scene to perform tactical emergency response operations in concert with their training and qualifications.  Most emergencies occurring at the Meraux facility will be minor to serious events that are quickly controlled and mitigated by this initial response organization.

If the nature of the incident is complex and overwhelms the capabilities of the on-duty ERT, the OSIC has management authority to direct the notification and call-out of off-duty ERT members, CMT members, designated support personnel, local emergency services providers, mutual aid partners and emergency services contractors as necessary to safely and effectively manage the emergency.  Until the additional required resources are available, the OSIC directs the on-duty ERT member to perform defensive operations to contain and control the emergency condition from a relative safe position.

2.2 The Crisis Management Team (CMT)

The CMT is a separate but equally important component of the Meruax incident management organization.  The CMT provides additional in-house resources that may be needed to expand the ICS organization to a higher level of management in the event of a complex emergency or disaster.  The CMT is composed of designated mangers and supervisors that are pre-assigned to primary ICS Command and General Staff positions within the NIMS-ICS organization (see figure 2-3 on page 5).  The CMT is responsible for supporting the tactical emergency response operations at the emergency scene, managing the crisis related consequences of the event and managing ongoing facility operations.  

When CMT members are notified of a complex emergency that may require their support, they leave their normal job assignments, report to the designated Emergency Operations Center (EOC), set up the EOC according to established plans, begin initial support actions and stand-by for formal activation.  The CMT Leader (usually the Plant Manager) reports to the Incident Command Post (ICP) at the emergency scene to assess conditions and complete a formal transfer of command from the OSIC when it is deemed appropriate.  Once command is formally transferred, the CMT Leader assumes the IC position and formally activates the EOC.  Designated CMT members assume their pre-assigned ICS Command and General staff positions in the EOC.  (See Sections 5 and 6 of this manual for detailed responsibility checklists for each of the ICS Command and General Staff position.) 

The expanded ICS organization is structured to seamlessly flow into a ‘Unified Command’ type of organization if other outside jurisdictional authorities and agencies also have a concern and a responsibility for effective management of the incident.    

2.3 Obtaining Additional Resources

If the emergency conditions overwhelm the capabilities of on-duty ERT members in the initial response, the OSIC may direct the Emergency Dispatch Center (the Central Control Room) to call-out off-duty ERT and CMT members, support personnel, local emergency services providers, mutual aid partners and/or emergency services contractors as necessary to respond to the Meraux facility.  To support sustained and ongoing operations of a complex emergency, managers, supervisors and tactically trained and qualified emergency response personnel from other Murphy Oil USA facilities may also be called upon for assistance by the IC/CMT Leader.  Additional external resources (state and federal) may also be obtained by contacting and coordinating with the director of the St. Bernard Parish Office of Homeland Security & Emergency Preparedness.

2.4 The Incident Command Post (ICP)
The ICP is a designated and appropriately equipped vehicle serving as the on-scene command center for managing and directing the initial emergency response actions and activities at the emergency scene.  

In the initial response to an emergency, the OSIC positions the ICP in a safe location up-wind of the emergency scene (whenever possible).  The location of the ICP at the scene is identified with a green flashing light placed on the roof of the vehicle.  The OSIC uses the ICP as a command center, implements the ICS and provides oversight and support for the initial actions and activities of the responding ERT Leaders and members reporting to the ICP.

2.5 The Emergency Operations Center (EOC)

The EOC is a designated command facility serving as the center for assembling the CMT to manage crisis, manage ongoing facility operations and support tactical emergency response operations of ERT members working at the emergency scene.  The location of the EOC is normally used for other activities on a day-to-day basis; however, necessary equipment and supplies are stored and available to quickly convert this facility into a functional EOC.  An alternate EOC location is available in the event that the primary location is not accessible due to circumstances of the emergency. When notified of a complex emergency situation that may require their support, CMT members report directly to the EOC to prepare the location for operation.

The decision to expand the ICS organization by activating the CMT and the EOC is made by the designated CMT Leader after meeting with the OSIC at the scene and assessing the conditions of the emergency.  When the EOC is activated, designated CMT members assume their pre-assigned Command and General Staff positions within the ICS organization.  From their EOC location, the CMT establishes communication with the field elements, obtains additional support, and expands the ICS organization as necessary to meet assigned responsibilities.

2.6 Implementing the Incident Command System 

The NIMS-ICS provides a flexible management structure that can expand or contract, depending upon the circumstances and severity of the incident (See Figure 2-1 on Page 4).  The OSIC, Security Officer and the Production/Recovery Section Chief shown in the illustration below have been added to the NIMS-ICS structure to address concerns that are unique to industrial facilities. 
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In the initial response to emergencies at the Meraux facility, the qualified Shift Supervisor assumes the position OSIC.  The on-duty OSIC and the on-duty ERT members make up the Operations Section of ICS and they are available for response during all hours of operation (See Figure 2-2 below).  In most cases, the OSIC and the available on-duty ERT members working within the Operations Section quickly mitigate any emergency conditions that may occur.  In this initial response, the OSIC is responsible for all ICS Command and General Staff functions until these responsibilities are delegated to other qualified personnel.  



NOTE: The Operations Section Chief must have special knowledge and skills over and above that of the other ERT members working under his/her direction.  Only trained and qualified personnel are allowed to work within the Operations Section of the ICS and perform emergency response activities in the hot and warm zones established at the emergency scene. 

For complex emergencies, the ICS organization can expand with the call-out and deployment of off-duty ERT members, CMT members, designated support personnel, local emergency services providers, mutual-aid partners, and emergency services contractors.  Depending on the severity, the emergency may continue to be managed from the ICP.  However, as previously discussed, the ICP may become too small and congested for effective management of the incident and the EOC may be activated.  If the EOC is activated, the IC position is formally transferred to the designated CMT Leader who immediately relocates to the EOC.  The OSIC typically remains at the ICP (serving as deputy to the IC) to manage and/or coordinate ongoing tactical emergency response operations at the emergency scene.  As directed by the CMT Leader, the Logistics, Planning, Finance/Administration, and Production/Recovery Sections are formally established in the EOC.  Designated CMT members assume their pre-assigned Command and General Staff positions and they staff their organizations with support personnel as required to carry out their assigned functional responsibilities (See Figure 2-3).  Detailed responsibility checklists for each of the ICS Command and General Staff position are provided in Sections 5 and 6 of this manual.
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Emergency conditions impacting the community or environment outside the boundaries of the Meraux facility (involving other jurisdictional authorities and agencies) may be managed using a “Unified Command” type of ICS structure.  

Unified Command uses the same ICS structure (See Figure 2-3) but allows representatives from local, state, and federal agencies and organizations (having jurisdictional authority and a responsibility for effective management of the event) to join the existing ICS organization and participate in the decision-making processes.  

Using a Unified Command structure, a senior representative for each responsible jurisdiction or agency works side by side with the IC in the EOC (as a consensus group) to establish priorities and develop strategic plans for managing crisis and safely, effectively and efficiently mitigating the emergency condition.  In some cases a senior agency representative may assume the IC position and the CMT Leader then becomes the Murphy representative within the Unified Command.  Representatives of these jurisdictions or agencies may also be working at many functional levels throughout the ICS organization.  

2.7 Using ICS Identification Vests

Use of ICS identification vests at the emergency scene is a visible sign of training and qualification that instills confidence in emergency responders and observers.  Accordingly, each person assuming a primary ICS Command or General Staff position at the ICP or in the EOC should wear an appropriate identification vest until relieved of duty or until the emergency is terminated.   A complete set of ICS identification vests is maintained in the ICP vehicle and in the EOC for this purpose. Each employee assigned to a primary ICS position must wear the appropriate identification vest.

The OSIC and the IC wear a white colored vest with their position titles spelled out in a contrasting color on the back and on a chest patch on the front.  The Safety Officer and any assistants wear a green colored vest. All other Command and General Staff positions wear red-orange colored vests with the position titles spelled out in a contrasting color on the back and on a chest patch on the front.

2.8 Interfacing with Corporate Headquarters

As required and determined by the nature or severity of the emergency event, the CMT establishes communications and coordinates crisis management and business recovery activities with designated executives at the Murphy Oil USA, Inc. headquarters based in El Dorado, Arkansas.  (See Section 8 - Reporting Requirements)

2.9 Overview of the ICS Position Responsibilities

The following is a brief overview of the responsibilities of the ICS Command and General Staff positions at the Meraux facility.  As previously established, in the initial response to an emergency, the OSIC is responsible for all Command and General Staff functions and responsibilities until they are delegated to other qualified employees.  Detailed checklists outlining the responsibilities for each position within the expanded ICS organization are provided in Sections 5 and 6 of this manual.

Incident Commander

The Incident Commander (IC) is the senior facility manager (or designee) with ultimate responsibility for safely and effectively responding to, managing and recovering from any emergency occurring at the Meraux facility.  In the initial response to an emergency, a designated OSIC (the on-duty Shift Safety Coordinator) assumes these responsibilities and is located at the Incident Command Post near the scene of the emergency.  From this location, the OSIC directs and manages the initial and ongoing tactical emergency response activities of the Operations Section of the ICS. 

In the event of a serious or complex emergency, the OSIC may expand the ICS organization through notification and call-out of additional resources.  The IC position responsibilities may be transferred to the designated CMT Leader and the EOC may be activated.  If the EOC is activated, CMT members assigned to the ICS Command and General Staff positions provide support for the tactical emergency response operations at the scene and manage crisis related to the consequences of the event.  The IC/CMT Leader in cooperation with the OSIC and the Operations Section Chief establishes the strategic emergency response priorities and objectives.

When command is transferred to the IC/CMT Leader, the OSIC remains at the ICP and serves as a Deputy to the IC with responsibility for directing and managing tactical emergency response operations at the scene.  When necessary, the IC communicates with the company executives at the Murphy Oil USA headquarters in El Dorado, Arkansas. (See Section 8 - Reporting Requirements)

Safety Officer

In the initial response to emergencies, the OSIC may assign a tactically trained and qualified ERT Leader to a Tactical Safety Officer (TSO) position.  The TSO maintains a high degree of safety at the incident scene and has the authority and responsibility to stop any emergency response related activity if there is imminent danger or an unacceptable risk to the safety of emergency responders or others at the scene.  

If the EOC is activated, the Tactical Safety Officer at the scene becomes an assistant and is subordinate to the Safety Officer position established in the EOC.  One or more Assistant Tactical Safety Officers always remains on-scene to ensure the safety of tactical emergency response operations at the scene.  The duties and responsibility of the Safety Officer assigned to the EOC are expanded to include all those associated with safety, health, the environment and any notification of family/next of kin when there are serious injuries or fatalities. 

The Safety Officer and any assistants always remain alert to changing conditions that could jeopardize the safety of the community, employees, emergency responders, the environment, and company property.   The Safety Officer serves as the point of contact for company executives regarding these matters.    

Information Officer

The Information Officer provides direct support for the IC/CMT Leader at the Meraux facility to ensure the flow of information related to the emergency is appropriately managed.  The Information Officer gathers facts and provides pertinent information to the media, to employees and to other concerned organizations regarding the situation and conditions related to the emergency event.  The Information Officer establishes a media briefing area and assembles the media in this area as required, prepares briefings and press releases, and administers (often with the assistance of legal advisors) the release of information to the media, to employees and to other concerned organizations. The Information Officer coordinates the resolution of any employee relations, union, or governmental (non-regulatory) concerns. The Information Officer is the leader of the Crisis Communications Team and the point of contact for company executives regarding these matters.

Security Officer

The Security Officer ensures the emergency scene and the plant boundaries (fence lines) are secured to prevent unauthorized entries; takes appropriate action to ensure the protection and safety of employees, property and company trade secrets; and provides assistance when requested to obtain and secure formal statements from any witnesses.  The Security Officer enlists the support and coordinates with local, state and federal law enforcement authorities and agencies as necessary to achieve these objectives.  

In carrying out these responsibilities, the Security Officer ensures adherence to laws and regulations governing security matters for which local, state and federal agencies have jurisdictional authority.  The Security Officer is the point of contact for company executives regarding all security related matters. 

Liaison Officer
The Liaison Officer is the initial point of contact for any assisting or supporting agency representatives (except law enforcement) responding to the Meraux facility following an emergency event.  The Liaison officer acknowledges and meets with these representatives when they arrive at the facility to establish their role, function and any area of support, expertise or concern.  The Liaison Officer keeps track of, arranges escorts, makes appropriate introductions, and serves as the interface and the bridge between these representatives and the other ICS Command and General Staff personnel working at the scene and in the EOC.

Operations Section Chief

The Operations Section Chief is a highly skilled, trained, and qualified ERT leader responsible for directing tactical emergency response operations carried out by the ERT and other tactically trained and qualified personnel at the emergency scene.  The Operations Section Chief is responsible for the tactical deployment and placement of personnel and equipment to achieve strategic emergency response priorities and objectives.  In the initial response to an emergency, the designated OSIC (the qualified Shift Supervisor) assumes these responsibilities and is located at the Incident Command Post near the scene of the emergency.  When the position is formally established as a separate position, the Operations Section Chief reports work progress, resources status, and other important information to the OSIC and to the Planning Section Chief (if the position is established).  

ERT members with training for response to fires, haz-mat releases, rescue and medical emergencies work within the Operations Section of the ICS under the direction of the Operations Section Chief.  ERT members perform tactical emergency response operations in concert with their training and qualification as directed by the OSIC or the Operations Section Chief (if formally established).   The OSIC/Operations Section Chief also serves as the point of contact for supervisors, officers and/or team leaders representing outside emergency service providers and mutual aid partners responding to the emergency scene.

Production and Recovery Section Chief

The Production and Recovery Section Chief identifies and evaluates utilities and unit or process conditions that may be impacting or may be impacted by the emergency event.  The Production and Recovery Section Chief coordinates with process supervisors, operators and engineers and takes appropriate action to shut down operating units/areas or divert process flows to support emergency response operations at the scene. The Production/Recovery Section Chief provides special production and process knowledge that is often critical for establishing strategic plans and priorities for safety and effectively mitigating the emergency condition. The objective is to ensure the safety of emergency response personnel and to minimize unit down time and loss of production without jeopardizing the safety of responders, employees, the community or the environment.  The Production/Recovery Section Chief also ensures the safety of employees remaining in process areas when an evacuation is ordered; manages short and long term recovery planning activities; and serves as the point of contact for company executives regarding production, recovery and some commercial matters.

Logistics Section Chief

The Logistics Section Chief is responsible for obtaining and delivering materials, equipment, supplies, services and other resources that may be needed to maintain and support emergency response and mitigation activities in the field.  The Logistics Section Chief also serves as the point of contact for company executives regarding any required support for obtaining and delivering required materials, equipment, supplies and services.

Planning Section Chief

The Planning Section Chief is responsible for maintaining information display boards with a chronological listing of current and ongoing emergency response actions and activities and resource allocations in the field.  This position chairs planning meetings and develops Incident Action Plans when there are multiple periods of operations. Information is needed to: 1) understand the current situation, 2) predict the course of incident events, and 3) prepare alternative and future strategies for incident control.  

In the initial response to an emergency, the OSIC may assign a recorder or scribe to maintain a sequential listing of events and actions as they unfold. The recorder may also maintain accountability for all emergency response personnel waiting for assignment and/or operating within the hot and warm zones at the emergency scene.  If the Planning Section in the EOC is activated, the overall responsibilities of the section expand and the recorder in the field may now communicate current information regarding actions, activities and resource allocations to other recorders staffing the display boards in the EOC.   The Planning Section Chief manages and supervises all activities of the Planning Section and in concert with these responsibilities serves as the point of contact for company executives regarding these matters. 
Finance/Administration Section Chief

The Finance/Administration Section Chief is responsible for all financial, administrative, and cost analysis aspects of the incident. In addition to the financial aspects of the emergency, the Finance/Administration Section handles all claims for injury and property damage and negotiates and manages all contracts for procurement of goods and services required for support of the emergency response activities.  In concert with these responsibilities, the Finance/Administration Section Chief serves as the point of contact for company executives regarding these matters.   

3.0 DISCOVERY AND RESPONSE ACTIONS

3.1 Initiating an Emergency Alert and Response


3.1.1 Discovery

· The person discovering an emergency condition will take immediate action to alert others working in the refinery of the emergency by utilizing two way communications, by shouting or by other means as determined by the location and nature of the event.  

3.1.2 Report the Emergency

The Central Control Room is the Emergency Dispatch Center (EDC) for the Murphy facility. All emergencies, regardless of the severity, must be quickly reported to the EDC by radio or by dialing 211 using any in-plant phone.  The typical emergency reporting sequence is outlined below:

· After alerting others in the area of the emergency condition, the person discovering the emergency should immediately report the emergency condition to a control room operator or the EDC using a plant radio.  

· If a plant radio is not available, any person made aware of an emergency and having access to an in-plant telephone should immediately report the emergency to the EDC by dialing 211.  The emergency may also be reported to the EDC using a cell phone and dialing 504-278-5211.

· Emergencies being utilizing the “211” call in number will be routed to multiple refinery telephone extensions simultaneously.  Those extensions are;

· Emergency Response coordinator

· Safety engineer

· Safety Supervisor

· Shift Supervisors, East, West and Oil Movements

· Security Switchboard

· The person reporting the emergency to the EDC (if not in danger) should maintain communication with the EDC and provide the following information needed to complete an Incident Report Form (See Page 6).  

Caller’s name

Location of the incident

Details of the emergency (injuries/damage/perceived risk to operations)

Material/or product involved (if known)

Immediate assistance or resources required

3.2 Determining the Appropriate Level of Response
· The EDC must evaluate information received from the person reporting an emergency and use good judgment to determine the severity and the appropriate level of action and response.  Emergency alert levels and notifications established for the Murphy Oil Refinery are described below:

1. Unusual Event – A minor first aid injury emergency or a minor (non-reportable) spill or product release …  Action: Immediately notify the on-duty Shift Supervisors by radio of the nature and location of the reported emergency.

2. Level 1 - Minor Emergency – Incidents, emergencies, or accidents that are small in nature and can be easily contained and handled by on-duty emergency response personnel with no outside assistance … Action: Immediately notify the designated on-duty Shift Supervisor by radio of the nature and location of the emergency and activate a Level 1 notification and call-out as established by procedures or as directed by the OSIC.
· 
· NOTE: For a reported Unusual Event or a Level 1 – Minor Emergency, the designated on-duty Shift Supervisor will respond to the up-wind side of the emergency scene and will use the plant radio to contact and assemble ERT members that may be required.  After assessing conditions at the emergency scene, the Shift Supervisor may elevate the emergency classification to a Level 2 or Level 3 at any time by contacting the EDC.

3. Level 2 – Serious Emergency – Incidents, emergencies, or accidents such as a serious fire, spill or product release expected to impact areas outside of the immediate process area.  Conditions are expected to quickly overwhelm the capability of on-duty emergency response personnel and assistance from off-duty emergency personnel and local response contractors and/or agencies is required. … Action:  Immediately sound the Plant-Wide Emergency Alarm and activate a Level 2 notification and call-out as established by procedures or as directed by the OSIC.
4. Level 3 – Complex Emergency – Multiple injury - rescue related emergency with injuries and a potential for one or more fatalities; a major spill or product release expected to impact the community and/or the environment outside the boundaries of the plant; a serious explosion and fire with considerable process damage; and an event likely to draw the attention of the media and the local community.  Action:  Immediately sound the Plant-Wide Emergency Alarm and activate a Level 3 notification and call-out as established by procedures or as directed by the OSIC.  
· 
· NOTE: Immediately after activating the Plant-wide Emergency Alarm signal for all Level 2 and 3 emergencies, the EDC will use the emergency radio channel,  “32 ALL CALL” or the plant-wide PA system so that everyone in the plant is made aware of the location and nature of the emergency condition.  The EDC will repeat this information three (3) times, with a three to five second pause between each announcement. (See Appendix       for the Murphy evacuation procedures.)

· Three Shift Supervisors are on-duty during all hours of operation.  When the Plant-wide Emergency Alarm sounds for a Level 2 or Level 3 emergency, the Shift Supervisor for the impacted area will immediately respond to the upwind side of the emergency to implement the Incident Command System (ICS) and assume the On-Scene Incident Commander (OSIC) position.  The Shift Supervisor will don the Incident Commander vest and will establish an Incident Command Post (ICP) in a safe location near the incident scene.  The location of the ICP will be identified with a green flashing light placed on the roof of the ICP vehicle. 

3.3 Activating the Emergency Response Team

· Upon hearing the Plant-Wide Emergency Alarm (indicating a Level 2 or 3 emergency), all available on-duty ERT members will immediately and without further notification, leave their normal job assignment (as conditions permit) and respond to the up-wind side of the emergency.  The responding on-duty ERT members will perform tactical emergency response activities under the supervision and direction of a qualified ERT Leader serving as the ICS Operations Section Chief and the Safety Officer in the initial response.

4 Actions and the sequence of events in the initial response to Level 2 and 3 emergencies are typically as follows: 

5 While traveling to the scene of the reported emergency, the designated OSIC (Shift Supervisor) and the on-duty ERT members will begin a size-up, gather as much information about the emergency condition as possible, and being to assess the risks and hazards.

6 Upon arriving on the upwind side of the emergency (when possible), the OSIC will implement the ICS and position the Incident Command Post in a safe location.  The OSIC will identify the location of the Incident Command Post with a green flashing light on the roof of the designated vehicle.

7 Responding ERT members will quickly report to the upwind side of the emergency scene (when possible), don appropriate levels of Personnel Protective Equipment, fire fighting gear (as required) and take action under the supervision of the on-duty ERT Leaders.
8 Based on information gathered in the initial size-up and in the assessment of risks and hazards, the OSIC will quickly provide an initial “situation and needs” report to the EDC using a designated radio channel. The following information will be provided in this initial report:

9 Location of the on-scene Incident Command Post

10 Confirmation of the classification /severity of the emergency (Level 2 or Level 3)

11 Materials involved (if known and relevant) 

12 Additional notifications and resource requirements (if any)

13 Location of staging area (if needed)

14 The EDC will make notifications and initiate a call-out of off-duty ERT members, CMT members, mutual aid partners, emergency services contractors and other external resources as required by procedures or as directed by the OSIC.  The EDC will also maintain a log of events including the sequence and time of specific occurrences and actions. 

15 The OSIC will establish communications with other on-duty Shift Supervisors to ensure accountability of all personnel working in the impacted area and to verify that upset process conditions are secured and not impacting the safety of the ERT members responding to and working at the emergency scene. (Responsibilities of the OSIC will be transferred from the on-duty Shift Supervisor to a qualified person in the Safety Department upon their arrival at the emergency scene.  This transfer may occur quickly during a normal day shift but may take up to an hour or more during the off-shifts.)
16 The Operations Section Chief in cooperation with the OSIC, will establish and implement the initial plan of action, staff the ICS Operations Section, call attention to safety considerations, identify the control zone boundaries and supervise the initial tactical emergency response activities of on-duty ERT members responding to the scene.  

17 If external resources are requested and responding to the plant (i.e. an ambulance, mutual aid foam pumper, etc.), the OSIC will assign a Staging Area Manager to report to the designated staging area to log arrival of external resource (personnel and equipment) and to advise the Operations Section Chief on the availability of these resources. 

18 The OSIC will delegate responsibilities of the Production and Recovery Section Chief to a qualified Shift Supervisor when necessary to safely and effectively manage facility operations that may be impacting or be impacted by the emergency conditions.

19 The OSIC will assign duties and fill other ICS positions to qualified employees at the scene as deemed necessary for safe and effective management and support of the incident. Employees assigned to ICS positions at the Incident Command Post will don the appropriate ICS identification vests to identify ICS position assignments and minimize confusion.

20 The OSIC will manage the incident response activities, delegate responsibilities, and expand the ICS organization as necessary for safe and effective control and mitigation of the emergency condition.  (For a complex emergency or disaster that quickly overwhelms the initial response organization, command may be transferred to the Pant Manager or a designee and the CMT and the EOC may be activated as outlined in 3.3 below.) 

3.4 Activating the Crisis Management Team

· Transferring IC responsibilities to the Plant Manager (or designee) and formal activation of the CMT and the EOC will expand the ICS organization to a higher level of management and will move the crisis management and emergency support activities away from the emergency scene to reduce on-scene chaos. When the EOC is activated, the Incident Command Post will become the field command center for overseeing and directing tactical emergency response activities. The EOC will become the center for managing crisis, managing ongoing facility operations and supporting the tactical emergency response activities at the emergency scene.

· Actions and the sequence of events of the CMT in response to a Level 2 and 3 emergencies will typically be as follows: 

21 When notified of a complex emergency or a disaster, the Plant Manager or designee (CMT Leader) will report directly to the Incident Command Post at the emergency scene.  At the scene, the CMT Leader will consult with the OSIC, receive a briefing and jointly evaluate the emergency conditions to determine the need to activate the CMT and the EOC.

22 When notified of an emergency condition that may require activation of the EOC, other designated CMT members will report directly to the EOC to begin setting up the EOC for emergency operation. CMT members will begin reviewing position responsibility checklist (See Sections 5 and 6 of this plan); will begin initial support activities; and will standby in the EOC for formal activation and direction from the IC/CMT Leader.    

23 If it is determined that the CMT and the EOC should be activated, the IC position responsibilities will be formally transfer from the OSIC to the CMT Leader. The OSIC will usually remain at the ICP (serving as a deputy to IC) with responsibility for supervising and overseeing tactical emergency response activities at the emergency scene.  The IC/CMT Leader will relocate to the EOC. 

24 Upon arriving at the EOC, the CMT Leader (now the IC) will announce CMT and EOC activation and will brief the CMT on conditions at the emergency scene.  After the briefing, CMT members will formally assume their pre-assigned ICS Command and General Staff positions; will staff their organizations as required for managing crisis, managing ongoing facility operations and supporting tactical emergency response activities at the emergency scene.  (See Sections 5 and 6 of this manual for detailed ICS position responsibility checklists.)

25 When the EOC is activated the ICS support positions established at the ICP in the initial response will become subordinate field assistants or deputies to the ICS positions established in the EOC.  These field elements will provide frequent “situation and needs” reports to their counterparts working in the EOC.

26 Although the IC, with support of the Command and General staffs, may establish strategic goals and priorities, the Operations Section Chief must retain complete responsibility and authority for directing the tactical emergency response/mitigation activities (including the location of personnel and equipment) at the emergency scene.

27 CMT members will expand and staff their functional organizations in the EOC and in the field as necessary to manage crisis and provide seamless support for tactical emergency response activities at the emergency scene.  

28 The IC will establish communications and make notifications as required to Company executives at corporate headquarters. 

29 Senior representatives (with decision making authority) of any outside jurisdictional authorities, agencies or stakeholders may be escorted to the EOC as appropriate to participate in a “Unified Command” type of ICS structure.  Representatives of these jurisdictional authorities and agencies may be working at many levels of the ICS organization as necessary for effective management of the incident.
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4.0 EMERGENCY RESPONSE PLANS

5.0 Behind each tabbed divider in this section are general guidelines for the Murphy ERT regarding actions or control measures that should be considered for each type of emergency event that may occur.  The first page of the tab section provides a quick reference procedural flow diagram with suggested actions that should be considered. Other important information is included within each of the tabbed sections to help guide emergency response actions, establish priorities, and determine post emergency actions.
6.0 Due to the nature of operations at the Meraux facility, the potential exist for emergency conditions that could endanger the well being of Murphy employees, visitors, property, neighboring communities, and/or the environment. Emergency events that could reasonably occur at the Meraux facility include:

· Spill or release of hazardous or toxic material

· Fire or explosion

· Explosive vapor release

· Accident resulting in injury or a fatality

· Accident requiring rescue of trapped or injured

· Threat to the security of employees or property

· Natural disaster such as a hurricane, flood or earthquake

The person discovering an emergency condition or a situation that could lead to an emergency condition will contact the Emergency Dispatch Center (EDC) using the Refinery’s two way radio system or the in-plant phone system by dialing 211.  The EDC will sound the emergency alert system when required and make necessary notifications to initiate an emergency response. (See Section 3 – Discovery and First Actions)


For additional information on the actions, procedures and priorities necessary for safe and effective emergency response, refer to the tabbed sections that follow in this Section:

4.1 - HAZMAT SPILL OR RELEASE 

Quick Reference - Procedural Flow Diagram












· 4.1   HAZMAT RELEASE OR SPILL

4.1.1 THE THREAT

Due to the nature of operations at the Meraux facility, a release of hazardous material resulting from mechanical failure, human error, natural disasters, or other causes could have an adverse impact on employees, the public, company property, and the environment.

4.1.2 EMERGENCY RESPONSE OBJECTIVES

· Secure area and establish control zones.

· Minimize exposures and ensure the safety of all personnel, including responders.

· Perform rescue and evacuate personnel as necessary to ensure their safety.

· Provide emergency first aid and medical treatment for any injured personnel.

· Contain and control the release to the maximum extent possible.

· Stop the release of material from the source.

· Collect and store the released material in approved containers, as appropriate.

· Properly dispose of collected material in accordance with regulatory requirements.

· Decontaminate, clean, and restore the area of the release to pre-emergency conditions.

4.1.3 RESPONSE RESOURCES AND THEIR LOCATION

The OSIC and designated ERT members located at the Meraux facility will initially respond to any reported spill or release of hazardous material.  As dictated by the severity of the spill or release, the OSIC may notify and request assistance from off duty ERT and CMT members, mutual aid partners, local emergency services providers, emergency services contractors and other available outside resources.

4.1.4 INITIAL RESPONSE ACTIONS AND RESPONSIBILITIES

The following checklist provides a general sequence of events, the initial actions that must be taken, and the person usually responsible for taking those actions in response to a reported release of hazardous material.

· The OSIC and designated ERT members will immediately respond to the upwind side of the reported release of hazardous material (when possible).

· The OSIC will position the Incident Command Post in a safe location near the scene.

· The OSIC in cooperation with the Operations Section Chief will assess the situation, determine the material involved, draw attention to any life safety concerns, establish control zones, determine resource requirements, and quickly provide the following information to the EDC with an initial “situation and needs” report:

· Location of the Incident Command Post

· Conditions and assessment of severity (Level 1, 2, or 3)

· Material involved (if known)

· Initial plan of action (offensive or defensive)

· Additional resource requirements (if needed)

· Staging area location (if needed)

· The EDC will make notifications and call-out additional resources as directed by the OSIC in the initial situation and needs report.

· The Operations Section Chief will establish an appropriate ICS organization to supervise and provide direction to designated ERT members to perform response and mitigation activities within the scope of the members training and qualifications.

4.1.5  RESPONSE PRIORITIES

The Operations Section Chief and other designated ERT leaders will immediately direct activities of responding ERT members, considering the following tactical priorities:

· LIFE SAFETY

· Rescue:  Identify and move any injured or trapped personnel to a place of safety;

· Medical:  Provide immediate medical treatment for any immediately accessible and seriously injured personnel;

· Evacuation:  Shelter-in-place or evacuate personnel from adjacent areas/buildings and the community as deemed appropriate for their safety.

· INCIDENT STABILIZATION 

· Exposure Protection:  Take steps to protect environmentally sensitive and other areas of the site that are not yet impacted by the release of hazardous material. 

· Containment:  Consider all six sides of the release of hazardous material.  Use containment boom; establish dikes, dams and weirs with sand and plastic sheeting or by other means.  Use the appropriate level of PPE to cut-off and prevent the material from spreading to other areas.

· Mitigation:  Using the appropriate level of PPE; plug, patch, or use other means designated to stop the release of hazardous material.  Neutralize, dilute, or use other means to reduce risk and minimize the effects of the hazardous material.  Collect, place materials in proper containers, and dispose of the material according to company policy and regulatory requirements.

· property conservation
· Overhaul:  Once the hazardous material is collected and removed for disposal, take appropriate action to remediate the area to eliminate any future environmental impacts.  

· salvage:  Move, relocate, and clean equipment, materials, supplies, etc. that may have been exposed to the hazardous material to prevent loss and any future environmental impacts.

4.1.6 DAMAGE ASSESSMENT AND RECOVERY

When an operating unit or area has been impacted by a release of hazardous material, the following action will be taken:  

· The OSIC will assess conditions and will coordinate with the Safety Officer as necessary to determine when the area is safe for entry by a damage assessment team.

· An assessment team appointed by CMT Leader will evaluate damages and determine what action is necessary to restore the area to a normal production mode.

· The assessment team will develop a recovery action plan providing a detailed listing of findings and action that must be taken, the responsible party for the action, and the method for validating completion of all corrective actions to restore the area to a normal production mode.

4.1.7 POST EMERGENCY ACTION

Immediately after the “all clear” and formal termination of the incident, the following action will be taken:

· The CMT Leader and the Safety/Emergency Response Coordinator will meet with ERT and CMT members involved in the emergency to review emergency response activities and procedures that worked well and those that might need improvement.  The Safety/Emergency Response Coordinator will log and track any corrective actions noted in this meeting and will report the status monthly until it is verified that all corrective actions have been completed.

· A committee appointed by the CMT Leader will convene when necessary to review and evaluate the actions that were taken during this emergency.

· A committee appointed by the CMT Leader will convene when necessary to investigate the accident or incident according to corporate procedures.

· The Environmental Department will coordinate with the appropriate personnel and any outside jurisdictional authorities to complete and assemble documents/reports needed to meet regulatory requirements.

4.2 – EXPLOSION AND FIRE

Quick Reference - Procedural Flow Diagram













· 4.2   EXPLOSION AND FIRE

4.2.1 THE THREAT

Due to the nature of operations at the Meraux facility, an explosion and/or fire resulting from mechanical failure, human error, natural disasters, or other causes could have an adverse impact on employees, the public, Murphy property, and the environment.

4.2.2 EMERGENCY RESPONSE OBJECTIVES

· Minimize exposures and ensure the safety of all personnel, including responders.

· Perform rescue and evacuate personnel as necessary to ensure their safety.

· Provide emergency first aid and medical treatment for any injured personnel.

· Protect exposures and contain and control the fire to minimize loss.

· Eliminate the source of fuel feeding the fire when possible.

· Extinguish the fire employing appropriate techniques and extinguishing agents.

· Overhaul the fire area to ensure the fire will not re-kindle

· Remove, clean, and dry any critical equipment to preclude further damage or loss.

· Decontaminate, clean, and restore the area of the fire to pre-emergency conditions.

4.2.3 RESPONSE RESOURCES AND THEIR LOCATION

The OSIC and designated ERT members located at the Meraux facility will initially respond to any reported explosion and fire.  As dictated by the severity of the explosion and fire, the OSIC may notify and request assistance from off duty ERT and CMT members, mutual aid partners, local emergency services providers, emergency services contractors and other available outside resources.

4.2.4  INITIAL RESPONSE ACTIONS AND RESPONSIBILITIES

The following checklist provides a general sequence of events, the initial actions that must be taken, and the person usually responsible for taking those actions in response to a reported explosion or fire:

· The OSIC and designated ERT members will immediately respond to the upwind side of the reported explosion or fire according to procedures (when possible).

· The OSIC will position the Incident Command Post in a safe location near the scene.

· The OSIC in cooperation with the Operations Section Chief will assess the situation, determine the material involved, draw attention to any life safety concerns, establish control zones, determine resource requirements, and quickly provide the following information to the CDO with an initial “situation and needs” report:

· Location of the Incident Command Post

· Conditions and assessment of severity (Level 1, 2, or 3)

· Material involved (if known)

· Initial plan of action (offensive or defensive)

· Additional resource requirements (if needed)

· Staging area location (if needed)

· The CDO will make notifications and call-out additional resources as directed by the OSIC in the initial situation and needs report.

· The Operations Section Chief will establish an appropriate ICS organization to supervise and provide direction to designated ERT members to perform response and mitigation activities within the scope of the members training and qualifications.

4.2.5 RESPONSE PRIORITIES

The Operations Section Chief and other designated ERT leaders will immediately direct activities of responding ERT members, considering the following tactical priorities:

· LIFE SAFETY

· Rescue: Identify and move any injured or trapped personnel to a place of safety; 

· Medical:  Provide immediate medical treatment for any immediately accessible and seriously injured personnel;

· Evacuation: Evacuate personnel from adjacent areas/buildings as deemed appropriate for their safety.

· INCIDENT STABILIZATION

· Exposure Protection:  Protect (usually with water steams) those things that are not yet involved with fire but could quickly become involved with fire if not protected or moved. 

· Containment:  Consider all six sides of the fire.  Cut off and prevent extension of the fire to areas that are not involved.  Control/eliminate sources of fuel when possible.  

· Extinguishment/Mitigation:  Attack the seat of the fire with water, foam, and dry chemical agents as appropriate to eliminate the fire.

NOTE: Refer to hazmat, rescue, and/or medical sections for additional guidance if these conditions become factors in response to the explosion or fire.

· property conservation
· Overhaul:  Once the fire is extinguished, take appropriate action to prevent re-ignition by identifying and eliminating hot spots, suppressing flammable vapors with foam, etc.

· salvage:  Move, relocate, and clean equipment, materials, supplies, etc. that may be saved from damage or loss by taking appropriate action.

4.2.6 DAMAGE ASSESSMENT AND RECOVERY

When a fire has impacted an operating unit or area of the refinery, the following action will be taken:  

· The OSIC will assess conditions and will coordinate with the Safety Officer as necessary to determine when the area is safe for entry by a damage assessment team.

· An assessment team appointed by the CMT Leader will evaluate damages and determine what action is necessary to restore the area to a normal production mode.

· The assessment team will develop a recovery action plan providing a detailed listing of findings and action that must be taken, the responsible party for the action, and the method for validating completion of all corrective actions to restore the area to a normal production mode.

4.2.7 POST EMERGENCY ACTION

Immediately after the “all clear” and formal termination of the incident, the following action will be taken:

· The CMT Leader and the Safety/Emergency Response Coordinator will meet with ERT and CMT members involved in the emergency to review emergency response activities and procedures that worked well and those that might need improvement.  The Safety/Emergency Response Coordinator will log and track any corrective actions noted in this meeting and will report the status monthly until it is verified that all corrective actions have been completed.

· A committee appointed by the CMT Leader will convene when necessary to review and evaluate the actions that were taken during this emergency.

· A committee appointed by the PSM Manager will convene when necessary to investigate the accident or incident according to corporate procedures.

· The PSM Department will coordinate with the appropriate personnel and any outside jurisdictional authorities to complete and assemble documents/reports needed to meet regulatory requirements.

4.3 – EXPLOSIVE VAPOR RELEASE 

Quick Reference - Procedural Flow Diagram
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· 4.3   EXPLOSIVE VAPOR RELEASE

4.3.1 THE THREAT

Due to the nature of operations at the Meraux facility, a flammable vapor release resulting from mechanical failure, human error, natural disasters, or other causes could have an adverse impact on employees, the public, Murphy property, and the environment.  Review procedures on explosions and fire if these become factors of the emergency response.

4.3.2 EMERGENCY RESPONSE OBJECTIVES

· Eliminate ignition sources and ensure the safety of employees and responders.

· Shelter in place and evacuate personnel as appropriate to ensure their safety.

· Provide emergency first aid and medical treatment for any injured personnel.

· Use water fog and water spray to contain the release to the maximum extent possible.

· Stop the release of material from the source.

· Make repairs and restore the area of the release to pre-emergency conditions.

4.3.3 RESPONSE RESOURCES AND THEIR LOCATION

The OSIC and designated ERT members located at the Meraux facility will initially respond to any reported release of explosive vapors.  As dictated by the severity of the release, the OSIC may notify and request assistance from off duty ERT and CMT members, mutual aid partners, local emergency services providers, emergency services contractors and other available outside resources.

4.3.4 INITIAL RESPONSE ACTIONS AND RESPONSIBILITIES

The following checklist provides a general sequence of events, the initial actions that must be taken, and the person usually responsible for taking those actions in response to an explosive vapor release.

· The OSIC and designated ERT members will use extreme caution and immediately respond to the upwind side of the reported flammable vapor release.

· The OSIC will position the Incident Command Post in a safe location near the scene.

· The OSIC in cooperation with the Operations Section Chief will assess the situation, determine the material involved, draw attention to any life safety concerns, establish control zones, determine resource requirements, and quickly provide the following information to the CDO with an initial “situation and needs” report:

· Location of the Incident Command Post

· Conditions and assessment of severity (Level 1, 2, or 3)

· Material involved (if known)

· Initial plan of action (shelter in place or evacuation of units/areas)

· Additional resource requirements (if needed)

· Staging area location (if needed)

· The CDO will make notifications and call-out additional resources as directed by the OSIC in the initial situation and needs report.

· The OSIC will establish an appropriate ICS organization to supervise and provide direction to designated ERT leaders and ERT members to perform response and mitigation activities within the scope of their training and qualifications.

4.3.5  RESPONSE PRIORITIES

The Operations Section Chief and other designated ERT leaders will immediately direct activities of responding ERT members, considering the following tactical priorities:

· LIFE SAFETY

· Rescue:  Identify and move any injured or trapped personnel to a place of safety;

· Medical:  Provide immediate medical treatment for any immediately accessible and seriously injured personnel;

· Evacuation:  Shelter in place or evacuate personnel from adjacent units, areas, buildings and the community as deemed appropriate for their safety.

· INCIDENT STABILIZATION 

· Exposure Protection:  Take steps to eliminate potential ignition sources (i.e., shut down engine driven equipment, unit operations, furnaces, and roads). 

· Containment:  Consider all six sides of the vapor release.  Use the appropriate level of PPE and establish water fog and water spray to contain, cut-off and prevent the flammable vapors from spreading to other areas.

· Mitigation:  Close valves, shut down unit operations and process flows as necessary to eliminate the source of the flammable vapor release.

· property conservation
· Overhaul:  Ensure vapors are removed from low-lying areas.

· salvage:  Move, relocate, and clean equipment, materials, supplies, etc. that may have been exposed to water spray.

4.3.6 DAMAGE ASSESSMENT AND RECOVERY

When an operating unit or area has been impacted by a flammable vapor release, the following actions will be taken:

· The OSIC will assess conditions and will coordinate with the Safety Officer as necessary to determine when the area is safe for entry by a damage assessment team.

· An assessment team appointed by the CMT Leader will evaluate damages and determine what action is necessary to restore the area to a normal production mode.

· The assessment team will develop a recovery action plan providing a detailed listing of findings and action that must be taken, the responsible party for the action, and the method for validating completion of all corrective actions to restore the area to a normal production mode.

4.3.7 POST EMERGENCY ACTION

Immediately after the “all clear” and formal termination of the incident, the following action will be taken:

· The CMT Leader and the Safety/Emergency Response Coordinator will meet with ERT and CMT members involved in the emergency to review emergency response activities and procedures that worked well and those that might need improvement.  The Safety/Emergency Response Coordinator will log and track any corrective actions noted in this meeting and will report the status monthly until it is verified that all corrective actions have been completed.

· A committee appointed by the CMT Leader will convene when necessary to review and evaluate the actions that were taken during this emergency.

· A committee appointed by the CMT Leader will convene when necessary to investigate the accident or incident according to corporate procedures.

· The EH&S Department will coordinate with the appropriate personnel and any outside jurisdictional authorities to complete and assemble documents/reports needed to meet regulatory requirements.

4.4 – MEDICAL – INJURY OR FATALITY 

Quick Reference - Procedural Flow Diagram










· 4.4   MEDICAL – INJURY OR FATALITY

4.4.1 THE THREAT

Due to the nature of operations at the Meraux facility, medical emergencies such as human ailments and work related injuries or fatalities that might occur as a result of mechanical failure or human error could have a serious impact on facility operations.

4.4.2 EMERGENCY RESPONSE OBJECTIVES

· Minimize exposure to conditions that may have caused the injuries and ensure the safety of all personnel, including responders.

· Perform rescue and evacuate personnel as necessary to ensure their safety.

· Establish a triage area as necessary and provide emergency first aid and medical treatment for any injured personnel using approved Meraux Refinery Medical Protocols. 

· Perform decontamination as necessary for transport of patients to hospitals.

· Coordinate ground and air transportation for injured personnel as required.

· Decontaminate, clean, and restore safe working conditions as necessary to return to normal operations.

4.4.3 RESPONSE RESOURCES AND THEIR LOCATION

The OSIC and designated ERT members located at the Meraux facility will initially respond to any reports of injuries or fatalities.  As dictated by the severity of the spill or release, the OSIC may notify and request assistance from off duty ERT and CMT members, mutual aid partners, local emergency services providers, emergency services contractors and other available outside resources.

4.4.4 INITIAL RESPONSE ACTIONS AND RESPONSIBILITIES

The following checklist provides general guidelines for actions that will be taken in the event of an incident resulting in severe injury, multiple injuries, and/or a fatality.

· The OSIC, trained medical personnel, and designated ERT members (as necessary) will immediately respond to the location of any medical emergency that is deemed to be serious.

· The OSIC will position the Incident Command Post in a safe location near the scene.

· The OSIC in cooperation with the Operations Section Chief will assess the situation and incident conditions, draw attention to any life safety concerns, establish control zones, determine resource requirements, and quickly provide the following information to the CDO with an initial “situation and needs” report:

· Location of the Incident Command Post

· Condition and severity of the emergency (Level 1, 2, or 3)

· Materials involved (if known)

· Initial plan of action (offensive or defensive)

· Additional resource requirements

· Staging area location

· The CDO will make notifications and call-out additional resources as directed by the OSIC in the initial situation and needs report.

· The Operations Section Chief will establish an appropriate ICS organization to supervise and provide direction to the trained medial personnel perform medical treatment within the scope of their training and qualifications.

4.4.5 RESPONSE PRIORITIES

The Operations Section Chief will assign a triage officer as necessary to direct activities of responding medical personnel and ERT members, considering the following tactical priorities:

· LIFE SAFETY

· Medical:  Quickly evaluate injured personnel that are immediately accessible and provide priority medical treatment to those with life threatening injuries. 

· Relocation: Identify and move any immediately accessible and injured personnel to an improved place of safety as soon as possible.

· Evacuation:  Shelter or evacuate personnel from the areas and community as deemed appropriate for their safety.

NOTE: Use appropriate PPE and avoid direct contact with human body fluids.  Do not move any deceased persons until authorized by a representative of the Coroners Office (unless the location of the deceased person hinders ongoing search, rescue, or medical treatment efforts).  

· INCIDENT STABILIZATION

· Secure the area as appropriate and deny access to unauthorized personnel.
· Establish a triage area as necessary.
· Establish a landing zone for any medical helicopter requested.  
· For a fatality, post security guards as necessary to protect evidence, and immediately notify local law enforcement, the Coroners Office and other authorities as appropriate.
· If ongoing search and rescue is required, mitigate conditions or circumstances that may have contributed to the injuries and take appropriate action to minimize risk and prevent injury to those involved in the search and rescue operations. 
· Establish decontamination area as necessary to decontaminate and prepare patients for transport to medical facilities.
· For multiple fatalities, establish a temporary morgue for holding any deceased who must be removed from the scene and assign security guards to maintain security in this area.
· Coordinate with the Human Resources Officer to notify next of kin of seriously injured or deceased personnel.  Write the names of injured or deceased persons on paper and use a runner to relay this information to the Safety Officer in the EOC.
NOTE: Refer to the fire, rescue, and/or hazardous material tabbed sections if these conditions are factors in stabilizing the incident.

4.4.6 ASSESSMENT AND RECOVERY

When a work area has been involved with an incident resulting in injuries or a fatality, the following actions will be taken.

· Only after approval by all outside agencies having jurisdictional authority at the scene, the OSIC will declare the area safe for entry by a Murphy accident investigation or damage assessment team.

· When the area is declared safe for entry by the OSIC, an accident investigation or damage assessment team appointed by CMT Leader will enter the effected area(s) to evaluate conditions and determine actions and safety precautions required to restore the area to normal operation.

· The accident investigation or damage assessment team will develop a recovery action plan providing a detailed listing of findings and action that must be taken, the responsible party for the action, and the method for validating completion of all actions.

4.4.7 POST EMERGENCY ACTION

Immediately after the “all clear” and formal termination of the incident, the following action will be taken:

· The CMT Leader and the Emergency Response Coordinator will meet with ERT and CMT members involved in the emergency to review emergency response activities and procedures that worked well and those that might need improvement.  The Emergency Response Coordinator will log and track any corrective actions noted in this meeting and will report the status monthly until it is verified that all corrective actions have been completed.

· A committee appointed by the CMT Leader will convene when necessary to review and evaluate the actions that were taken during this emergency.

· A committee appointed by the CMT Leader will convene when necessary to investigate the accident or incident according to corporate procedures.

· The ESS&H Department will coordinate with the appropriate personnel and any outside jurisdictional authorities to complete and assemble documents/reports needed to meet regulatory requirements.

4.5 – RESCUE OPERATIONS 
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4.5  RESCUE OPERATIONS

4.5.1 THE THREAT

Due to the nature of operations at the Meraux facility, natural events or an accident caused by mechanical failure or human error could result in personnel being trapped in a confined space or other unsafe location.  These persons may have a severe injury or multiple injuries requiring immediate medical attention. 

4.5.2 EMERGENCY RESPONSE OBJECTIVES

· Pull all confined space entry permits and deny access to all confined spaces until the rescue is complete and an all clear has been given. 

· Ensure safety of rescue team and minimize exposure to conditions that may have resulted in injuries and personnel being trapped and injured in a confined space or other unsafe location.

· Atmospheric testing shall be performed for rescues within confined spaces to determine appropriate levels of PPE for rescuers.

· Perform rescue operations and evacuate personnel as necessary to ensure their safety.

· Provide emergency first aid and medical treatment for any injured personnel using approved Meraux Refinery Medical Protocols.

· Perform decontamination that may be necessary; stabilize, package and relocate injured and trapped personnel to a place of safety.

· Coordinate ground and air transportation for injured personnel as required.

· Decontaminate, clean, and restore safe working conditions as necessary to return to normal operations.

4.5.3 RESPONSE RESOURCES AND THEIR LOCATION

The OSIC and designated ERT members located at the Meraux facility will initially respond to any report of an incident where personnel may be trapped and/or injured and a rescue operation is necessary.  As dictated by the nature and severity of the event, the OSIC may notify and request assistance from off duty ERT and CMT members, mutual aid partners, local emergency services providers, emergency services contractors and other available outside resources.

4.5.4 INITIAL RESPONSE ACTIONS AND RESPONSIBILITIES

The following are general guidelines for responding to emergencies related to high angle, confined space, trench, or related search and rescue operations:

· The OSIC and designated ERT members will immediately respond to the location where rescue operations are required.

· The OSIC will position the Incident Command Post in a location near the scene.

· The OSIC in cooperation with the Operations Section Chief will assess the situation, determine hazardous conditions, draw attention to any life safety concerns, establish control zones, determine resource requirements, and quickly provide the following information to the EDC with an initial “situation and needs” report:

· Location of the Incident Command Post

· Conditions and assessment of severity (Level 1, 2, or 3)

· Material involved (if known)

· Initial plan of action 

· Additional resource requirements (if needed)

· Staging area location (if needed)

NOTE:  If deemed necessary, request the EDC to stage an ambulance with advanced life support for standby prior to entry by the Rescue Team. 
4.5.5 RESPONSE PRIORITIES

The Operations Section Chief and other designated ERT leaders will immediately direct activities of responding ERT members, considering the following tactical priorities:

· LIFE SAFETY

· Medical:  Provide immediate medical treatment for any seriously injured personnel that are immediately accessible.

· Relocation: Identify and move any immediately accessible and injured personnel to an improved place of safety as soon as possible.

· Evacuation:  Evacuate personnel from adjacent areas and the community as deemed appropriate for their safety.

· INCIDENT STABILIZATION

· Neutralize Threat:  Take appropriate action to minimize the threat and danger of injury for rescue personnel and for personnel that may be trapped or injured: 
· Determine and use the appropriate level of PPE

· Test for flammable gas, oxygen, and/or toxic materials as appropriate 

· Ventilate and establish safe atmospheric and thermal conditions

· Shore-up or improve slop and/or grade

· Remove, dilute or neutralize any hazardous material 

· Establish simple haul and lowering systems as required

· Employ extrication tools to free trapped personnel as required

· Stabilize, package, and carefully remove injured or trapped personnel

· Decontaminate injured personnel as appropriate before transport

· Arrange appropriate transportation of injured personnel for further treatment

NOTE:  Refer to the fire, hazmat, medical or other tabbed sections of this manual if these conditions are factors for rescue operations.

4.5.6 ASSESSMENT AND RECOVERY

When a work area has been involved with an abnormal condition resulting in personnel being injured and/or trapped and requiring special rescue operations, the following actions will be taken.

· The OSIC will assess conditions and will coordinate with the Safety Officer as necessary to determine when the area is safe for entry by a safety assessment team.

· A safety assessment team appointed by the CMT Leader will enter the effected area to evaluate conditions and determine what action and safety precautions are required to ensure the safety of ongoing work activities in the area.

· The safety assessment team will develop a recovery action plan providing a detailed listing of findings and action that must be taken, the responsible party for the action, and the method for validating completion of all corrective actions to ensure the safety of ongoing work activities in the area. 

4.5.7 POST EMERGENCY ACTION

Immediately after the “all clear” and formal termination of the incident, the following action will be taken:

· The CMT Leader and the Safety/Emergency Response Coordinator will meet with ERT and CMT members involved in the emergency to review emergency response activities and procedures that worked well and those that might need improvement.  The Safety/Emergency Response Coordinator will log and track any corrective actions noted in this meeting and will report the status monthly until it is verified that all corrective actions have been completed.

· A committee appointed by the CMT Leader will convene when necessary to review and evaluate the actions that were taken during this emergency.

· A committee appointed by the CMT Leader will convene when necessary to investigate the accident or incident according to corporate procedures.

· The HSS&E Department will coordinate with the appropriate personnel and any outside jurisdictional authorities to complete and assemble documents/reports needed to meet regulatory requirements.

4.6 – SECURITY THREATS 
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4.6   SECURITY THREATS

4.6.1 THE THREAT

Due to some underlying cause for disrupting operations at the Meraux facility, security threats involving explosives, biological or chemical agents, kidnapping or ransom, and other specific threats to the security and safety of employees and property could reasonably occur at the Meraux Refinery.  

4.6.2 EMERGENCY RESPONSE OBJECTIVES

· Gain as much information as possible to assist authorities in establishing credibility and identifying the perpetrator(s) of a security threat.

· Obtain the specific details of any threat from all available sources including phone calls, letters, E-mail transmissions or other methods of communication that may be used by the perpetrator(s).

· Notify Security and key management of the threat and so that they may assess the threat potential and credibility and take appropriate action to shelter or evacuate personnel from the potential threat area(s) as necessary to ensure their safety.  If there is a bomb threat … stop the use of portable radios.

· Notify local, state and federal authorities and agencies as appropriate and as required by the threat potential and establish a “Unified Command” ICS organization as necessary for development of a response and mitigation plan.  (See Section Two for additional information on the Murphy Incident Management System)

· Secure the impacted area, quarantine and provide medical assistance and decontamination to personnel who may have been exposed to a biological agent, chemical agent or other agents or materials.  Prevent contamination of other areas. 

· Coordinate ground and air transportation for any injured personnel as appropriate for the incident.

· Mitigate or remove the threat, decontaminate, clean, and restore safe working conditions as necessary to return to normal operations.

4.6.3 INITIAL CONTACT

The following provides general guidelines for actions that will be taken in the event of any security threat:
· Any employee witnessing or receiving bomb threats, threats of kidnapping or ransom, or other security threats via telephone or by other means must remain calm and concentrate on gaining as much information as possible from the perpetrator(s). 

· Note Physical Features – If the person is seen, estimate the age, height, and weight.  Note the hair color, skin color, style and color of clothing, and if there are any noticeable scars, tattoos, or other unique physical features. Pay attention to any descriptive ethnic accents that may be detected in the voice of the perpetrator.

· Get Vehicle Description – If a vehicle is seen, note the make, model, color, and the license plate number and state.  Note if there are any unique features about the vehicle such as dents, scratches, taillights broken, or lights burned out, etc.

· Document Threat Details – If you are the receiver of the threat, use the Threat Report Form (see example on page 7) and immediately write down exactly (word for word if possible) what the perpetrator said regarding the threat.  Ask the perpetrator to repeat what was said so that the information is as accurate as possible.  Note the time of the treat, specific directions given by the perpetrator, and a listing and the time of any planned actions by the perpetrator.  Ask why the perpetrator is making the threat.

· Keep the Line Open - At the end of the call, do not hang up the phone. Leave the phone line open and immediately use another phone or verbally notify your immediate supervisor, giving details of the threat.   In cooperation with the supervisor, first notify the Facility Security Officer or Shift Supervisor, giving details of the threat.

4.6.4 REPORTING SECURITY THREATS

Any employee witnessing or receiving any real or perceived threats to the security and safety of Meraux facility or employees should immediately report the security threat to the immediate supervisor and to the Facility Security Officer (FSO).

· Upon receiving any notice of a security threat, the FSO will immediately notify and brief the Refinery Manger on the details of the reported security threat. 

· As directed by the Refinery Manager, the FSO officer will alert other key members of management and ERT members on details of the security threat (contact information is available in Section 7).

· When authorized by the Refinery Manager, the FSO will report the incident to local law enforcement authorities and any Federal agencies and/or outside jurisdictional authorities as required.

· The FSO, with the support of other designated personnel, will assemble, interview/debrief and obtain information and formal statements from any employee(s) who received or witnessed the security threat to ensure that all details are understood and well documented.

· The Refinery Manager, FSO and others as deemed appropriate will assess the threat potential and credibility to determine the initial response actions. They will further communicate and coordinate with law enforcement agencies and other jurisdictional authorities as required to establish a formal plan of action and mitigation.

4.6.5 INITIAL RESPONSE

· As directed the Refinery Manager (in cooperation with other agencies/jurisdictional authorities involved) will review the initial response objectives, determine the location of the Incident Command Post, and establish the ICS organization required for management of tactical response activities in the field.  

· As established in response objectives, the IC/CMT Leader may establish the Process/Unit Control Section Chief position to coordinate with Area Specialist for the orderly shut down and evacuation of any facility operations that may be impacted by the threat.

· If employees are directed to evacuate an office, a unit, a process area or any other area of the plant, they will be asked to first make a quick visual inspection of their immediate work areas prior to departing to identify and note the location of any suspicious, unusual, or out of the ordinary packages, containers, brief cases, back packs, etc. that may be in that area.  Employees will be instructed not to examine or disturb any discoveries but to immediately report these discoveries to the OSIC or the Operations Section Chief (if established).

NOTE: Employees must take all threats serious and remain alert!  If there is a bomb threat … DO NOT USE RADIOS!  Understand that an initial threat is often used to lure employees or emergency responders into an area where a secondary act of terror will impact and cause injury to emergency responders.  Take appropriate precautions.  Establish control zones with a single entry point and allow only personnel with the appropriate training and protective equipment to enter the threat area.

4.6.6 RESPONSE PRIORITIES

The OSIC in cooperation with other agencies and jurisdictional authorities will coordinate the tactical response activities of the response personnel working at the scene, considering the following tactical priorities:

· LIFE SAFETY

· Medical:  Establish a medical group to provide immediate medical treatment for any injuries that may result from the security threat.

· Relocation: Establish a triage area as necessary for quickly moving any injured personnel to a place of safety as soon as possible.

· Evacuation:  Evacuate personnel from work areas and any adjacent areas as deemed appropriate for their safety.

· INCIDENT STABILIZATION

· Take appropriate action to minimize the danger of injury or illness to personnel involved in locating, identifying, and mitigating the threat.  
· Determine and use the appropriate level of PPE for maximum protection.

· Secure the impacted area and quarantine and provide medical assistance to personnel that may have been exposed to a biological agent or other agents that could spread to other areas if not appropriately contained.

· Conduct atmospheric and physical testing as appropriate to establish risk potential.

· Remove, dilute, neutralize or by other means eliminate or minimize the threat. 

· Stabilize, package, and carefully remove injured or trapped personnel.

· Decontaminate injured personnel as appropriate before transport.

· Arrange appropriate transportation of injured personnel to local hospital.

NOTE:  Refer to the fire, hazmat, medical or other tabbed sections of this manual if these conditions are factors in response to a security threat.

4.6.7 ASSESSMENT AND RECOVERY

When a work area has been involved in a security threat, the following actions will be taken:

· Only after approval by all outside agencies having jurisdictional authority at the scene, the OSIC will declare the area safe for entry by an assessment team.

· When the area is declared safe for entry by the OSIC, an assessment team appointed by the CMT Leader, in cooperation with jurisdictional authorities, will enter the effected area(s) to evaluate conditions and determine actions and safety precautions required to restore the area to normal operation.

· The assessment team will develop a recovery action plan providing a detailed listing of findings and action that must be taken, the responsible party for the action, and the method for validating completion of all corrective actions to restore the area to normal operations.

4.6.8 POST-EMERGENCY ACTION 

Immediately after the “all clear” and formal termination of the incident, the following action will be taken:

· The CMT Leader and the Safety/Emergency Response Coordinator will meet with ERT and CMT members involved in the emergency to review emergency response activities and procedures that worked well and those that might need improvement.  The Safety/Emergency Response Coordinator will log and track any corrective actions noted in this meeting and will report the status monthly until it is verified that all corrective actions have been completed.

· A committee appointed by the CMT Leader will convene when necessary to review and evaluate the actions that were taken during this emergency.

· A committee appointed by the CMT Leader will convene when necessary to investigate the accident or incident according to corporate procedures.

· The ESS&H Department will coordinate with the appropriate personnel and any outside jurisdictional authorities to complete and assemble documents/reports needed to meet regulatory requirements.
Murphy Oil – Meraux Refinery

 Security Threat – Report Form

Call received by:










Call received at (location and number):








Time/date call was received:









What did the caller say, threaten or demand, using his/her exact language as far as possible:

If this is a bomb threat and you are able to … ask the caller these questions:

WHEN is the bomb set to go off? 








WHERE is it? 











WHAT kind of bomb is it? 









WHY are you doing this? 









WHO are you? 











Did the caller say he/she would call again?  Yes:



 No:



If so, when? 


 About how long was the call?





About how old was the caller?  


Male? 


Female? 


Were there any speech characteristics or an accent noted?





If so, what were they? 











Were there any identifiable background noises?
 If so, can you describe them?

Was the Caller:  

Calm? 

  Excited? 

  Intoxicated? 


Rational? 

   Irrational? 

Angry?


  Other? 















Signed 





Received by 





Date 





Date 







4.7   SEVERE WEATHER THREATS

Natural Hazards include geologic hazards such as earthquakes and meteorological hazards such as thunderstorms, tornados, flooding and tropical; cyclones (tropical storms and hurricanes).

4.7.1
Hurricane

The primary objective of the Hurricane Preparedness Manual is to minimize the risk to personnel and equipment associated with high winds and large amounts of rainfall occurring during a Category 1-5 hurricane.  Refinery equipment is designed to withstand the hurricane force winds that may be encountered in the Meraux area.  The Hurricane Preparedness Manual is a standalone document that can be referenced on the Murphy Oil U.S.A. Meraux Refinery Intranet Home Page.

4.7.2
Earthquakes

The Meraux Refinery Crisis Management Plan does not include preparation for nor post earthquake emergency actions.  Preparations for earthquakes are not covered due to the location and distance of the Meraux Refinery from the Memphis Fault.


Note: See probability chart and Seismic zones Figure 1.

4.7.3
Thunderstorms and Tornadoes

Thunderstorms and Tornadoes are related meteorological hazards.  Tornadoes are spawned from powerful thunderstorms and can cause fatalities and devastate and area in minutes.  Severe Thunderstorms will produce lightning which can injure people and cause property damage.  See table below, Table A, for definitions of Watches and Warnings.  The Meraux Refinery subscribes to a weather service, Impact Weather, for updates, alerts and warnings concerning severe weather threats.  Information obtained from Impact Weather will be disseminated to appropriate supervisory personnel for employee notification and preparations.  Table A should be reviewed prior to and immediately following severe thunderstorm and tornado alerts have been issued.

Table A

	Meteorological 

Hazard
	Watch
	Warning
	Hazards

	Thunderstorm
	Severe thunderstorms are possible in the area.  Remain alert for approaching storms.
	Severe thunderstorms are occurring.
	All thunderstorms produce lightning and thunder.  Severe thunderstorms can produce damaging winds n excess of 57 mph, ¾ inch hail or greater, heavy rain, flooding and tornadoes

	Tornado
	Tornadoes are possible in the area. Remain alert for approaching storms.
	Tornado has been sighted or indicated by weather radar. If a warning is issued for your area and the sky becomes threatening, move to designated tornado shelter areas.
	Tornadoes are often accompanied by flash floods, lightning, damaging straight-line winds and large hail.


Note:
When storm cells producing lightning within six (6) miles of the Meraux Refinery, employees working at elevated heights and within confined spaces will be directed to seek safe shelter at ground levels.  Lightning alerts will be received from the refinery’s weather service, Impact Weather.

Figure 1:
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1. 
EVACUATION SEQUENCE 

           Quick Reference - Procedural Flow Diagram









· 4.8
EVACUATION PLAN

4.8.1
Introduction

2. Emergencies involving a release of toxic vapors, explosive vapors or heavy smoke may require an order to shelter-in-place or to partially or totally evacuate the facility.  Any order to shelter-in-place or evacuate will initially be given by the On-Scene Incident Commander (OSIC) using the facility radio system.  The Emergency Dispatch Center (EDC) will follow with an announcement using the Refinery Two-way communications systems “ALL CALL” channel, Channel 32.  All personnel in the areas being sheltered or evacuated who are not specifically involved in emergency duties will follow the procedures outlined below.  In general, the sheltered or evacuated personnel will congregate at a designated location and remain there until an ‘All Clear’ command is announced.  While at the shelter or evacuation site, the Shift Foreman or his designee will be in charge.

4.8.2
Evacuations - General Procedures

3. When it is deemed necessary to evacuate personnel from the specific area in which the emergency has occurred, or from areas directly downwind of the emergency, the OSIC will clearly state on the radio which areas are to evacuate.  The EDC will follow this transmission with an announcement of required action s using the plant emergency alert system. Evacuating personnel will take appropriate precautions to avoid the area and then proceed in an orderly fashion to the designated evacuation area.  While en route to the evacuation area, personnel will consider the wind direction and the source of the emission.  They will travel upwind or at right angles to the release and take the safest route avoiding any fumes, vapors, or smoke.  It is the responsibility of the OSIC to order isolations or unit shut downs as necessary to secure the release and restore safe conditions.  Operating personnel may remain to secure operations in accordance with departmental emergency shutdown procedures and responding Emergency Response Team members will assemble upwind at the support zone or staging area to assist the OSIC.  Wind direction can be determined by steam trails and wind socks.

4. Upon arrival at the evacuation site, personnel will report for headcount to their respective Supervisor who will in turn report any missing individuals to their Department Manager.  The Department Manager will then report, by cellular telephone, the number and identity of any missing persons to the Incident Commander, who will organize a team to "sweep" the area for missing personnel.  Evacuated personnel will remain at an evacuation site until an all-clear command is received.

4.8.3
In-Facility Evacuation / Assembly Areas

	Designated Assembly Areas
	Designated assembly areas are listed below.  The choice of assembly areas will be based primarily on the nature of the emergency, the employee’s location in the refinery and the wind direction at the time of evacuation. 

	
	· Chalmette Administration Office (1)

· Meraux Administration Office (2)

· Central Control Room (3)


· Gate 1 Employee Parking Lot (4)

· Gate 10 Parking Lot (5)

· Maintenance Bay Area (6)


· Contractor Parking Lot (7)

	
	· Clockhouse (8)

· Gate 6, St. Bernard Highway (9)

· Gate 8, Judge Perez Drive (10 )



	
Maintenance Personnel
	Report to their supervisors in the Maintenance Bay Area (6) immediately for a head count unless assigned to the Emergency Response Team (ERT).



	
Operating Unit Personnel
	Report to their Operator Satellite Building and report status to their Chief Operator who will report the count to the shift foreman.



	
Area III Personnel
	Report directly to their shift foreman by radio or telephone for a head count and proceed to a designated assembly area unless otherwise instructed by their supervisor.



	
Administrative Office Building Personnel

	Chalmette Administration Building: Assemble at their assembly area, West side parking lot.

Meraux Administration Building:  Assemble at their assembly area, West Side Parking Lot.

	
Contractors 
	Report to the nearest perimeter security post unless otherwise instructed by the responsible Supervisor.  Individual companies will conduct an area headcount and report to the Contractor Safety Coordinator or Security, who will report to the OSIC.



	
Visitors
	Return to either the Chalmette or Meraux Administration Building for further instructions.



The Receptionist is responsible for directing all visitors in the Lobby to the assembly area, Chalmette Administration Building, (1).




If an employee is at the scene of an emergency, he will assist in rendering aid, if trained to do so, until relieved by operating and/or Emergency Response Team personnel.  When relieved, the employee will report to his supervisor immediately for a head count and await further instructions.

Non-Emergency Response Team operating personnel will remain in assigned areas and safely operate critical equipment unless instructed otherwise by Operations supervision.

Unless an employee has specific assigned duties, he will remain clear of emergency areas at all times.

All employees must consult their supervisor for any predetermined responsibilities under the Emergency Response Plan.

4.8.4
Area Headcount
Immediately, at the onset of an emergency, the pre-designated Area Evacuation Warden will take and report headcount according to the headcount procedure given on the Headcount Form (Figure 2.1).  Through the entire emergency and resulting evacuation, the Area Evacuation Warden is responsible for keeping track of the personnel in their area and reporting status to the OSIC.

	Wardens
	Location
	Person

	
	Laboratory
	Lab Supervisor 

	
	Maintenance Department 
	Maintenance Supervisors on Duty

	
	Operation Department 
	Shift Foreman on Duty


	
	Safety Department
	Safety Manager

	
	Chalmette Admin

Meraux Admin
	First through Fifth Wardens

Security Console Operator

	
	Contractors
	Contractor Safety Coordinator / Security Officer

	
	Security
	Security Department Supervisor


4.8.5
Facility Evacuation
When the severity of the emergency warrants the evacuation of the entire facility, the evacuation alarm notification will begin via the facility radio system.

5. The Shift Foreman, Incident Commander, or his alternate will request a total facility evacuation via the facility radio system.  He will designate an evacuation site and the area to avoid based on his assessment of the severity of the emergency and wind direction. In this situation, if no other facility buildings are available, the Command Center will be relocated in a mobile emergency response trailer at a site to be determined.

(Copies of Evacuation Maps are attached [Figure 2.2] and copies are posted in all departments and area control rooms.)
All contractors, visitors, etc. are to evacuate with the personnel from the department in which they are working at the time of the evacuation order.  The Evacuation Warden of that department is responsible for reporting the number and identity of any contractors evacuating with their department.  The contractors will remain at the assembly areas until the all clear command is received. If the evacuation order is given after  an initial fire alarm, the contractors and visitors in the facility at the time of the alarm will have evacuated to the designated assembly areas.  In this case, they will be given instruction by their respective supervisor who will be responsible for ensuring that they are safely directed to the offsite assembly area.

6. It is important to remember when evacuating the facility that there may be individuals in the facility who are unaware of the evacuation order.  These may be truck drivers, railroad personnel, salesmen, delivery persons, contractors, workers at the dock, or people waiting in cars in the parking lot.  The Area Superintendent and/or the Shift Foreman are responsible for having these areas checked.  If employees are unable to relocate to the designated assembly area, his/her Evacuation Warden will be responsible for notifying the Command Center of his/her location and well-being.

4.8.6
Evacuation Responsibilities / Procedures

The Incident Commander or his alternate will contact the security guard at the main gate and inform him that there will be a full scale facility evacuation.

7. It will be the responsibility of the Coordinating Shift Foreman to organize a team wearing appropriate personal protective equipment to "sweep" MOUSA property for any persons not aware of the evacuation.  

It will be the responsibility of other facility supervision and designated Area Evacuation Wardens to notify and account for their personnel and provide the Incident Commander status reports.

Evacuation to designated assembly areas will be through predetermined marked gates surrounding the plant perimeter where personnel are to remain until it has been determined that it is safe to return to the facility.  The all-clear command will be broadcasted when it is safe to return.

It is the responsibility of the Coordinating Shift Foreman, Area Superintendents and/or the Shift Foreman to properly shut down or otherwise make safe the units they are evacuating.

8. Evacuating personnel in the affected area will take appropriate respiratory protection if needed and proceed in an orderly fashion to the designated  or alternate assembly area.  Evacuation maps with predetermined evacuation routes are located in all departments and control rooms.   While en route to the assembly area, personnel will consider the wind direction and the source of emission.  They will follow the specified route avoiding any fumes, vapors or smoke.  It is the responsibility of the Shift Foreman to properly shut down or otherwise make safe the units they are evacuating.  Operating personnel may be required to remain in order to secure operations in accordance with departmental emergency shutdown procedures.

9. Upon arrival at the assembly area, personnel will report for headcount to their respective Evacuation Warden who will in turn report any missing individuals to the Incident Commander, who will then report by radio, the number and identity of any missing persons to the Shift Foreman.  Evacuated personnel will remain at the assembly area until the all clear command is received.

4.8.7
Sheltering-In-Place
10. Sheltering-In-place is the preferred response to an emergency involving a toxic gas release.  Airborne toxicants can be released and move downwind so rapidly there is little time to evacuate.  In most cases the emergency will be over before evacuation could be completed.  Sheltering-In-place is simply described as staying inside a tightly sealed building and turning off any sources that would allow toxic gases to enter.  Sheltering inside is the quickest and safest method of protecting oneself under these conditions.

11. In cases where it is either impossible or impractical to evacuate facility personnel, the best alternative may be Shelter-In-Place.  The Control Rooms and Administration Building are recommended for such purposes.

If caught outside away from a building or vehicle, determine the wind direction and move cross wind away from the release to the nearest sheltering area.

	Sheltering-In-Place
	· Designate someone to shut off the ventilation system.

· Seal doors and windows quickly and efficiently.

· Turn off all heating systems and air conditioners.

· Extinguish open flames.

· Do not go outside or open doors to assess the situation.  

· Stay in constant contact with the Incident Commander by radio or telephone until the all clear has been sounded.

	Sheltering-In- Vehicles
	· Close all doors and windows.

· Do not run a heater or an air conditioner.

· Close all vents.

· Do not start the engine.

· Do not smoke.

· Do not go outside or open doors to assess the situation.  

· Stay in constant contact with the Incident Commander by radio or telephone until the all clear has been sounded.


4.8.8
Facility Staffing for Mandatory Hurricane Evacuation

12. The facility staffing procedures will be activated following a general evacuation order from local or state government, and after a safe shutdown of operating units.  Personnel will be selected from a voluntary list of selected jobs and crafts. (See also Section 4.)

The following positions are required:

· Refinery Manager or Operations Manager

· Emergency Response Coordinator

· Community & Industrial Relations Manager

· Maintenance Manager or Planning Supervisor

Operations


Maintenance
Area II Chief * (1)

Electrician (2)

WWT* (2)


Instrumentation (1)

Area IV Chief* (1)

Machinist (2)

Area V Chief* (1)

Pipefitter Welder (1)




Area VI Chief * (2)

13. * These positions may be filled by a "C" operator who is qualified as a chief (if necessary) in the designated area.

14. Selection of the above staffing will be based on Emergency Response Team status.  Chief Operators with current or previous ERT training will be given first considerations during the selection process.  In the event that bargaining unit employees do not staff these positions, then Shift Foreman and/or Area Superintendents will be utilized for staffing.

A family per diem allowance (to be determined by Management) will be paid to employees who staff the facility.  Family members will not be permitted to stay at the facility during an evacuation due to the logistical problems of limited sleeping quarters and feeding.

Hourly employees, who are retained, will be compensated for twenty-four periods.  These employees will be required to perform duties around the clock as dictated by weather and safety concerns.  

4.8.9
Evacuation of Injured Personnel

It is the responsibility of the Safety Department personnel who are tending to injured persons to insure that those injured persons are safely evacuated to either an assembly or triage site.  The Safety Officer or designate will communicate with the Command Center to keep them informed of those individuals who are injured and receiving care.

Figure 2.1

Evacuation Headcount Report
	                        Procedures:
1.  Area Evacuation Warden is to report to assigned Evacuation Area.

                                                                               2.  Warden is to complete this form as soon as possible and contact the Incident Commander listing of personnel       who can not be accounted for.

                                                         3.  Warden is to remain at the evacuation site until all personnel are accounted for and a final report has been                                                                       submitted to the Incident Commander. 
                                                        4.   It is the responsibility of the Area Evacuation Warden to have all personnel under their responsibility on this                                                                  listing and keep this listing up to date.

	Department: ______________________________   Area Evacuation Warden:_____________________________________________

	Date: _______________ Start Time: _________   Evacuation Area:______________________________________ Page ____ of ____


	Personnel
	Time
	Accounted
	Comment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	


5.1    Incident Commander

The Incident Commander (IC) is the Murphy Oil USA, Meraux Refinery Manager (or designee) with ultimate responsibility for safely and effectively responding to, managing and recovering from an emergency occurring at the Meraux facility.  In the initial response to an emergency, the designated On-Scene Incident Commander (OSIC) assumes the IC responsibilities.  The OSIC also has responsibility for all functions of the ICS Command and General Staff positions until these responsibilities are formally delegated and assigned to other qualified personnel.  

If the severity or complex nature of the emergency requires expansion of the ICS organization, command may be transferred from the OSIC to the IC and the Emergency Operations Center (EOC) may be activated.  When the EOC is activated, pre-assigned Crisis Management Team (CMT) members assume their assigned ICS Command and General Staff positions to manage crisis and provide support for the tactical emergency response activities at the emergency scene.  When Command is transferred, the OSIC usually remains at the Incident Command Post (serving as deputy IC) with responsibility for managing and overseeing tactical emergency response activities at the emergency scene.  

For incidents involving other jurisdictional authorities, the ICS structure may be further expanded to establish a “Unified Command” organization to include representatives of outside jurisdictional authorities and agencies.  General responsibilities of the OSIC and the IC are included in the following checklists.



ACTION Checklists
Incident Commander - On-Scene Incident Commander (Osic)
Initial Response – 
· Respond to the upwind side of the reported emergency (when possible).

· Establish an Incident Command Post near the scene of the incident.

· Assess the hazards, identify associated risks and determine the initial response objectives, priorities, strategies and tactics. 

· As necessary, review emergency response plans in Section Four of this manual.

· Determine emergency category/classification and provide the initial situation and needs report to the Emergency Dispatch Center.

· Advise employees to stay or leave the site as required, identify assembly areas, and ensure head counts are complete and reported.

· In cooperation with the Operations Section Chief, quickly brief the responding ERT personnel on the initial plan of action, review safety precautions, provide direction (assignments, duties, and tasks) and maintain the optimum 5:1 span of control (ratio of supervisors to subordinates) as the ICS organization is expanded.

· Brief the rescue/medical teams on protocols for handling any fatalities and the precautions that may be needed for evidence preservation.

· Coordinate with the Incident Safety Officer to ensure appropriate PPE is being used and other necessary safety measures are in place.

· As additional resources arrive, expand the ICS organization and in cooperation with the CMT Leader activate the CMT and EOC when deemed necessary.

1 Incident Commander – CMT Leader  (Upon Activation of the EOC)

2 When the Refinery Manger (or designee) is alerted of a Level 2 or Level 3 emergency that may require activation of the CMT and the EOC, he/she reports directly to the ICP to assess conditions, to receive a briefing from the OSIC and to assume the IC position when necessary.  Upon assuming Command and reporting to the EOC location the IC will:

· Brief the CMT members assigned to Command and General Staff positions on the immediate concerns and priorities for managing crisis and supporting emergency response activities.

· Ensure effective communications and information flow are established between the Incident Command Post and in the EOC.

· Evaluate and upgrade emergency category/classification as necessary.

· Coordinate with Planning Section Chief to ensure a situation/status display and a master log of events are maintained.

· Establish communications with corporate executives as necessary to provide incident details and any immediate needs for corporate level support.

· Coordinate with the Information Officer, legal council and any outside agencies/authorities in the development of a formal press release.  Authorize the timely release of this information to the news media in accordance with procedures.

· Approve requests for additional resources or for the release of resources.

· Ensure reports required by regulatory agencies and authorities are completed and submitted as required.

· Determine the need for contracting the services of any specialist or consultants.

· Conduct and receive regular status briefings from the Command and General Staff and give direction to correct any identified gaps or deficiencies.

· Ensure the designated Command and General staff members are carrying out assigned duties in an effective and efficient manner.

· Ensure emergency procedures and disaster management plans are adhered to.

· Review and approve the Incident Action Plan and the Safety Plan for each operational period if this becomes a factor.

· Coordinate with the Production and Recovery Section Chief and corporate executives as necessary to establish a damage assessment team and begin short and long term recovery planning. 

· Coordinate with the OSIC/Operations Section Chief and the Planning Section Chief for the demobilization of resources and order incident termination when appropriate.

Post-incident Actions

· Insure that all documentation related to the incident are collected and maintained.

· Conduct CMT debriefing.

· Direct post-incident critique and any necessary accident/incident investigation.

· Provide a forum for CMT and ERT members to discuss strengths and weaknesses of existing plans and their overall performance.

· Review the need for new or additional technologies with the CMT and the ERT.

· Ensure recommendations are incorporated into future revisions to Meraux Refinery response plans as appropriate.

· Ensure all consumables used in the disaster are promptly replaced and emergency equipment is returned to emergency ready status.

· Ensure personnel involved in the emergency response have an opportunity to learn from the post-incident analysis.

· Ensure that all identified deficiencies and opportunities for improvement are tracked and that the responsible parties make regular reports on the status of corrective actions until it is verified that the required actions are completed. 

· 5.2    Safety Officer
· The Safety Officer is a principle member of the ICS Command Staff responsible for monitoring and assessing hazardous and unsafe conditions and developing measures to ensure the safety and well being of emergency responders, employees, the general public, and the environment.  The Safety Officer makes every attempt to correct any unsafe acts or conditions through the regular line of authority, but may exercise emergency authority to prevent or stop emergency response activities when there is an imminent danger.  The Safety Officer maintains awareness of active and developing situations and ensures the Site Safety Plan is prepared and implemented. Only one Safety Officer is assigned for each incident, including multi-jurisdiction incidents operating under a Unified Command. The Safety Officer may have several assistants and the assistants may include representatives of assisting agencies or jurisdictions.  Safety Officers working at the scene (they may be referred to as Tactical Safety Officers) are tactically trained and qualified to perform tactical emergency response activities and they have a good understanding of the safety requirements.

· In the initial response, a Tactical Safety Officer may assume these responsibilities in support of the OSIC at the scene of the emergency.  If there is a complex emergency situation, the ICS organization is expanded, the CMT and the EOC are activated, and the responsibilities of the Safety Officer are transferred to the pre-assigned Safety Officer working in the EOC.  The Tactical Safety Officer remains at the emergency scene serving as an assistant to the Safety Officer in the EOC and coordinating with the OSIC.

· As illustrated in Figure 5-2, the Safety Officer assigns assistants as necessary to ensure the safety and well being of emergency responders, employees and the general public are appropriately addressed.

· 
· 
· 
· 
· 
· 
· 
· ACTION Checklists
2 Safety Officer:

· Ensure safety of employees who may be impacted by the emergency.

· Ensure safety of emergency response personnel at the incident scene.

· Ensure the safety of the public that may be impacted by the emergency.

· Determine the concentration of any release of hazardous materials.

· Ensure the development of the Site Safety Plan.

· Ensure appropriate management of all critical incident stress related concerns, including that of emergency responders and other persons working at the emergency scene.

Post-incident Actions
· Attend CMT debriefing.

· Brief team regarding ongoing and follow-up activities and actions.

· Review need for new or additional technologies.

· Update directories as necessary.

· Provide ongoing counseling sessions as necessary.

· Comment on strengths and weaknesses of existing plans/procedures.

· Complete assigned actions for any changes to existing plans/procedures.

· Ensure that lessons learned are documented and shared.

3 Tactical Safety Officer(s):

The Tactical Safety Officer is responsible for monitoring and overseeing the safety of the tactical emergency response activities at the emergency scene.  Responsibilities usually include the following:

· Assess and identify the hazards for personal protective equipment requirements, control zones, and the decontamination area.

· Identify any health and safety concerns inherent in the response operations. 

· Review the Incident Action Plan for any safety implications.

· Exercise emergency authority to prevent or stop unsafe acts.

· Investigate accidents that have occurred within incident areas.

· Ensure preparation and implementation of an Incident Safety and Health Plan.

· Review and approve the relief plan for rotation, rehab, and medical monitoring.
Public Safety Coordinator:

· Review air monitoring reports to assess the threat of contaminants to the general public and coordinate with outside agencies/jurisdictional authorities to make recommendations regarding evacuation or shelter in place options for the general public.
· Coordinate with the Information Officer and outside agencies and jurisdictional authorities to establish public safety alerts that may be broadcast by the news media.
· Work closely with the Compensation and Claims Unit regarding the handling and documentation of any injuries or illness occurring at the incident scene or in the community.

Air Monitoring and Sampling Coordinator:

· Establish and manage organization for air monitoring and sampling operations.

· Coordinate air sampling for contaminants outside the established boundries of the “warm zone” (contamination reduction zone).

· Coordinate air sampling for contaminants outside the facility boundries that may impact the general public.

· Submit a report on air sampling results to the Safety Officer.

· Make recommendations for evacuation or shelter in place requirements for employees. 

· Work closely with the Public Safety Coordinator to make recommendations for evacuation or shelter in place that may be required for the general public outside the site boundries. 

STATUS CHART FOR

 INJURED/AT RISK PERSONNEL

(sample)

	Person at Risk
	Current Status/Location
	Time

	Person 1 (example)


	Serious burns – initial fire and explosion

Serious burns – helicopter -medi-vac to Burn Center

Current Condition:  Critical with first and second degree burns over 80% of body - at the Burn Center 
	1pm

1:47 pm

3.30 pm



	Person 2


	etc
	etc

	Person 3


	etc
	etc


· 5.3    Information Officer 
The Information Officer is a principle member of the ICS Command Staff responsible for gathering timely and accurate information as required to prepare, present and update media briefings and press releases; and to release of information to employees and to other concerned agencies, jurisdictional authorities and organizations. The Information Officer avoids any speculation or opinions regarding the cause of the incident and maintains close coordination with the IC and any legal advisors in the development and final approval of all information releases.  Only one Information Officer is assigned for each incident, including multi-jurisdiction incidents operating under a Unified Command.  The Information Officer may have assistants as necessary, and the assistants may include representatives of assisting agencies or jurisdictions.  The Information Officer is also responsible for coordinating the sensitive notification of family/next of kin if there are any serious injuries or fatalities.

For incidents that impact the community and/or environment, a Joint Information Center (JIC) may be established for media briefings where select representatives of various jurisdictional authorities may speak to the media using a prepared, coordinated, and unified information approach (one voice). 

· In the initial response, the OSIC may request notification and call-out of the Information Officer in anticipation of possible media attention related to the incident. If there is a complex emergency situation, the ICS organization may be expanded and the CMT and the EOC may be activated.  In this case the Information Officer, when directed by the Incident Commander, will work in the EOC and assume these responsibilities.

As illustrated in Figure 4-4, the Information Officer may have assistants as necessary to ensure media relations and the release of information to the media are appropriately managed and addressed.






· ACTION Checklists
Information Officer:

· Work in close coordination with the IC and any legal advisors as necessary to ensure accurate and timely information is provided to the media, employees, families, agencies and jurisdictional authorities.  

· Consult with the members of the Command and General staffs to gather facts related to the incident and consider the following information:

· Process area(s) and materials involved

· Status of response and mitigation activities 

· Injuries and fatalities

· Damage estimates 

· Operational and production impacts

· Consult with the Incident Commander and any legal advisors to determine any limits on information release.

· Remind employees who may have contact with the media it is “inappropriate” to speculate or offer opinions.  Also, there is no such thing as “off the record” regarding information related to the incident.

· Coordinate grief counseling and management/conduct of the notification of family and next of kin for any serious injuries or fatalities.

· Contact hospital administrators when appropriate to request that the hospital staff not release information to the media regarding the numbers or the extent of injuries/fatalities … to allow time for family/next of kin notifications.

· Ensure a media briefing room is established with media kits and refreshments as appropriate.

· Request that Security verify credentials and escort media representatives to the designated media briefing area.

· Review standard message templates and prepare statements for media briefings and press releases.

· Obtain Murphy corporate level approval as required for news media releases.

· Make arrangements as appropriate for video taping of media briefings.

· Conduct news briefings and provide accurate information to the news media.

· Post a copy of the most recent media release in the EOC.

· Update media briefings at regular intervals and as new information is available.

· Update information at regular intervals and maintain current information summaries and/or displays on the incident

· Arrange for tours and other interviews or briefings that may be required.

· Obtain and forward news media information that may be useful for incident planning.

· Coordinate with representatives of concerned agencies and jurisdictional authorities as appropriate to establish and staff a Joint Information Center (JIC), as necessary.

Post-incident Actions
· Attend CMT debriefing.

· Provide ongoing family support as necessary.

· Brief team regarding ongoing and follow-up activities and actions.

· Replenish supply of media kits.

· Review need for new or additional technologies.

· Update media and community directories as necessary.

· Comment on strengths and weaknesses of existing plans/procedures.

· Complete assigned actions for any changes to existing plans/procedures.

· Ensure that lessons learned are documented and shared.

Media Room Coordinator:

· Coordinate with the Information Officer to determine the best location for conducting media briefings.

· Establish and set-up the media briefing room with refreshments as appropriate for the incident.

· Coordinate with Security Officer to provide security detail for Media Room

· Greet media representatives on arrival, make them comfortable, and keep them appraised of the briefing schedule and any changes.

· Be cordial, avoid speculation and comments to questions regarding the status or cause of the incident and defer any questions to the pending media briefing.

· Make arrangements for transportation and oversee any photo opportunities or media tours of the incident area when approved by the Information Officer.

· Serve as liaison between news media representatives and the Information Officer and keep the Information Officer apprised of local and national media deadlines and other media concerns.

· Coordinate with representatives of other jurisdictional authorities as necessary to establish a Joint Information Center (JIC); always projecting a spirit of cooperation and unity in dealing with media representatives.

Family / Next-of-kin Coordinator:

· Ensure head counts are completed and accurate

· Coordinate with the Information Officer to develop a confidential list of 'at risk' employees. 

· Consolidate information on 'at risk' employees.

· Access emergency contact information on 'at risk' employees (refer to employee records).

· Develop a next of kin checklist notification checklist.

· Refer to any templates established for next of kin statements and develop next of kin message statement.

· Provide Information Officer with next of kin message and provide regular updates.

· Determine need for establishing next of kin counseling center.

· Provide private areas for working with anxious/grieving next of kin

· Determine religious requirements and arrange for clergymen as appropriate.

· Mobilize professional Critical Incident Stress Management (CISM) counselors to assist next of kin as required.

· Ensure clergymen and counselors have sufficient communications capabilities to carry out duties.

· Provide counselors with regular next of kin message updates.

· Assess need for runners or additional assistance (ongoing process).

· Confirm employee insurance and welfare information.

NOTIFYING NEXT OF KIN CHECKLIST

· Prepare list of injured and /or deceased.

· Prepare next of kin message (All next of kin will be located on the lists provided).

· Make notifications and get the message to the next of kin as soon as possible.

· Do not release the names of injured or deceased persons until the next of kin grants permission and approval is received from IC/CMT Leader.

PREPARING NEXT OF KIN MESSAGE CHECKLIST

· Do not include details of the injury and the accident in the message to the next of kin.

· Address the subject of death or injury early in the message to minimize anxiety. 

· Refer to any deceased person in a 'living context' as the receiver of the news usually will not immediately recognize death.

· Inform the next of kin of the exact location for any injured who may have been transported to a hospital for medical treatment.

· Inform the next of kin of any monetary, counseling and welfare assistance that will be available and who they should contact to request assistance.
· As appropriate, assure family members that all claims for insurance will be processed as soon as possible.  
Checklist FOR Visiting Employee - Next of Kin 

· Ensure at least two or more representatives of the company with appropriate training personally deliver any bad news to the immediate family regarding deceased or seriously injured employees.

· If a female family member will likely be the first to receive the bad news regarding deceased or seriously injured employees, ensure one of the company representatives is a female.

· Request to speak privately with adult family members and respectfully ask any non-family members or children to leave the room/area prior to delivering any bad news.

· Always ask the person(s) receiving the message to be seated and deliver the information as quickly and concisely as possible.

· Comfort the person(s) and ask if there is someone that can be contacted or they would like to have at their side for support.  

· Stay with the person(s) until the requested support arrives to assist.  Do not assume a neighbor or a specific family member is the person that is wanted.

· Do not administer or suggest drinking alcoholic beverages.

· Do not deliver any personnel items of any seriously injured or deceased person at the same time as delivering the bad news.

· Discourage the receiver of the bad news from going to the scene of the incident.

· Record details of any phone contact with the next of kin or relatives using the Incoming or Outgoing – Next of Kin Call Registers.
· Stay in contact with the next of kin and employees for several days or weeks after the incident to ensure that they are receiving all necessary assistance.

· Coordinate with the Finance and Administration Section Chief to gain accurate information on next of kin or employee benefits or entitlements.

· Do not make promises that cannot be kept.

· Complete the Employee Support Follow-Up Checklist as soon as practical after the visit.
· Outgoing Next of Kin Call Register

Caller’s Name:










(print)

Organization:










                                                              
        

Initials                 Remarks

Date: 

 Time of call: 

AM/PM 
Date: 

 Time of call: 

AM/PM 
Date: 

 Time of call: 

AM/PM 
Date: 

 Time of call: 

AM/PM 
Call made to (Name) : 



    Phone Number: 




                                                                                                     (check below)
	
	Spouse

	
	Parent

	Relationship to employee
	Brother/Sister

	
	Child

	
	Other


Information Provided (Bulletin No.):
Information Sought:
Follow up Required:
Time call made: 


 Call made by (sign off): 




Incoming Next of Kin Call Register

Caller’s Name:










(print)

Organization:











                                                              
        

Initials                 Remarks

Date: 

 Time of call: 

AM/PM 
Date: 

 Time of call: 

AM/PM 
Date: 

 Time of call: 

AM/PM 
Date: 

 Time of call: 

AM/PM 
Call made to (Name) : 



    Phone Number: 




                                                                                                     (check below)
	
	Spouse

	
	Parent

	Relationship to employee
	Brother/Sister

	
	Child

	
	Other


Information Provided (Bulletin No.):
Information Sought:
Follow up Required:
Time call made: 


 Call made by (sign off): 




INVESTIGATION PROCEDURES 

FOR AN ON-SITE FATALITY
Investigating officer duties

· The Information Officer will coordinate with the IC to appoint an Investigating Officer.

· The Investigating Officer with support of the Incident Investigation Coordinator will immediately obtain witness statements and secure the statements as soon as feasible.

· Forward the names of witnesses and their statements to FPC Legal representatives. 

· Notify OSHA and the Worker's Compensation insurer of any fatality when required.

Disclosure of information

· Until the next of kin of any deceased person(s) is appropriately notified, information regarding the name(s) and circumstances of the fatality should not be openly discussed or disclosed without the prior approval of the IC/CMT Leader and/or an authorized legal representative. 

Inquest/Coronial inquiries

· The Information Officer should notify the FPC legal counsel of details relating to the conduct of any inquest regarding fatalities.

Finalization of investigation

The Investigating Officer will complete the accident investigation with full recognition of the Coroner's findings.

Audio/Visual Specialist:
· Obtain and set-up audio/visual equipment as required in the media briefing location.

· Coordinate with news media audio/visual specialists to maintain order and to set-up their audio and visual equipment that may be required for support of media briefings.

· Coordinate with audio/visual specialist of other jurisdictional authorities as necessary to set-up audio and visual equipment that may be required for support of media briefings in a joint information center (JIC).  

· Coordinate with news medial audio/visual specialists to maintain order and assist in meeting their audio/visual needs for the media briefings.

Media Room Equipment Checklist

· Telephones (separated so that lines will not be blocked by incoming calls)

· Fax machine(s) (separated so that lines will not be blocked by incoming calls)

· Site maps and drawings

· Media kits

· Refreshments and drink supplies – coffee - ice

· Tables and chairs 

· Overhead projector and screen

· Computer projector

· White boards/markers

· Flip chart/markers

· Pens – pencils – pads - paper

· Audio system

· Speaker Podium

Sample Message Templates

EXPLOSION - Sample Media Release 

· Murphy Oil USA, Meraux Refinery wishes to confirm that an explosion occurred at our facility at approximately _______________ today.  The Meraux Refinery ERT and local fire fighters responded quickly and the resulting fire is contained in a small area of the plant at this time.

Details on any injuries or the extent of any damage to the facility are not possible at this time.  We understand the concern of the media and the general public and we plan to provide updates as additional information becomes available.  The next update will be provided at approximately ______.

Date:






By:

Message Number:




Title:

Time of Release:




Phone:

FIRE - Sample Media Release 

· Murphy Oil USA, Meraux Refinery wishes to confirm that a fire occurred at our facility early this morning. The Meraux Refinery ERT and local fire fighters responded quickly and the fire was successfully extinguished at approximately _______________.

· There were no reported injuries resulting from the fire and there was only minimal damage to the process areas and equipment.  Repairs and clean-up operations are underway at this time and we expect to resume normal operations within a short period of time with no significant loss of production.

Date:






By:

Message Number:




Title:

Time of Release:




Phone:

Sample Message Templates

INDUSTRIAL ACCIDENT - Sample Media Release 

Murphy Oil USA, Meraux Refinery wishes to confirm the death of a contract employee working at our facility.  The death occurred at approximately _________ today while the contract employee was working in the ________________ unit/area of the plant. The name of the contract employee is being withheld at this time until proper notification of family members can be completed.

An investigation team is on site and a thorough investigation regarding the cause and circumstances of the incident is underway.  We appreciate the concerns of the media and the general public regarding the incident and we will provide additional information as soon as it becomes available.

Date:






By:

Message Number:




Title:

Time of Release:




Phone:
CHEMICAL SPILL - Sample Media Release 

· Murphy Oil USA, Meraux Refinery wishes to confirm that at approximately _________ today a chemical spill occurred in the ________________ unit/area of the Meraux facility.  The spill resulted when ________________________ occurred, releasing approximately _________ quantity of  ____________________ product.  There were no reported injuries or illness resulting from the spill.

The Meraux Refinery ERT and contractors responded quickly to contain the release and clean up operations are currently underway.

· The area of the spill is confined to Murphy property and the environmental impact is expected be minimal.  Both the EPA and Murphy environmental specialists are monitoring the environmental threat and we expect 100% rehabilitation of the impacted area. 

· An updated statement will be released when more information is available. 

Date:






By:

Message Number:




Title:

Time of Release:




Phone:

Incoming Media Call Sheet

Callers Name:

(Block Letters)

Organization:










Date: 



  
Time of call: 



AM/PM

Return Phone Number: 


 
Fax No.: 



Information Provided (Bulletin No.):

Information Sought:

Follow up Required:

Copy Deadline:

Call received by:

Outgoing Media Call Sheet

Callers Name:

(Block Letters)

Organization: 










                                                                   

Initials            Remarks
Date: 

 Time of call: 

AM/PM 

Date: 

 Time of call: 

AM/PM

Date: 

 Time of call: 

AM/PM

Date: 

 Time of call: 

AM/PM

Call made to: 


  Phone Number: 

 Fax No.: 


Information Provided (Bulletin No.):

Information Sought:

Follow up Required:

Copy Deadline:

Call made by:

5.4 Facility Security Officer 

The Facility Security Officer has been added as a primary member of the ICS Command Staff to address security concerns unique to industrial operations. The Security Officer is responsible for ensuring the security of personnel, property and trade secrets of the Murphy facility; including securing the emergency scene and the boundaries of the facility to prevent unauthorized entry.  The Security Officer maintains awareness of active and developing situations; develops a Site Security Plan in support of emergency response activities; and coordinates with local, state and federal law enforcement agencies as necessary to achieve established objectives of the plan.  Only one Security Officer is assigned for each incident, including incidents operating under a Unified Command that may involve local, state, and/or federal law enforcement agencies.  The Security Officer may have assistants as necessary, and the assistants may also represent assisting law enforcement agencies or jurisdictions.  The Security Officer ensures that policies and procedures of local, state and federal law enforcement agencies prevail in the handling of all security matters (including investigations) when one or more of these agencies have legal and jurisdictional authority.

In the initial response, the OSIC may request assistance from the on-duty security guards to secure the scene of the incident and the perimeter of the site.  If there is a complex emergency situation, the ICS organization may be expanded, the CMT and the EOC may be activated, and the designated Security Officer may assume responsibility for these actions.

As illustrated in Figure 4-5, the Security Officer may have assistants as necessary to ensure all security issues and responsibilities are appropriately managed and addressed.


ACTION CHECKLISTS 

Security Officer:

· Assist with headcount and evacuation as necessary to ensure the safety of employees and visitors on site at the time of the incident.

· Establish and maintain a security perimeter around the scene of the incident.

· Maintain security of the facility (fence line) to keep unauthorized personnel from entering.

· Coordinate with the IC to establish a system for approving and authorizing the entry of personnel to the site.

· Provide security for designated command facilities.

· Coordinate with local law enforcement to manage traffic flow on public highways when deemed necessary for public safety.

· Coordinate with law enforcement when necessary to arrange escorts for any emergency services contractors or professional consultants to facilitate timely and safe passage to the emergency scene.

· Coordinate with local law enforcement as necessary to obtain additional trained personnel that may be needed to assist with site security concerns. 

· Secure and preserve the scene of the emergency as soon as possible and assist with the investigation as required to obtain written statements from witnesses and from employees who were present when the emergency occurred.  

· Contact appropriate agencies and obtain investigation specialists when criminal activity is a suspected or potential cause.

· Develop a Site Security Plan and attend planning meetings to establish security requirements and the manpower and resources that will be needed to achieve objectives identified in the IAP for each operational period.

· Ensure the protection of Company trade secrets 

6 Post-incident Actions
· Attend CMT debriefing.

· Brief team regarding ongoing and follow-up activities and actions.

· Review need for new or additional technologies.

· Update directories as necessary.

· Comment on strengths and weaknesses of existing plans/procedures.

· Complete assigned actions for any changes to existing plans/procedures.

· Ensure that lessons learned are documented and shared.

Scene Security Coordinator:

· Establish a security zone around the perimeter of the emergency scene.

· Establish entry corridors and checkpoints and ensure only authorized personnel are allowed entry into the impacted area. 

· Support the OSIC/Operations Section Chief to secure the designated area for staging and holding incoming resources.

· Provide a security detail for the Incident Command Post and Staging Area.

· Provide escorts as necessary to move resources from the staging area to the Incident Command Post for assignment when requested.

· Remind the OSIC/Operations Section Chief of the need to preserve evidence to the maximum extent possible when conducting tactical emergency response operations.

· In cooperation with the OSIC/Operations Section Chief secure the incident scene as soon as possible to support a comprehensive incident investigation.

· Assist with the investigation as required to obtain written statements from witnesses and from employees who were present when the emergency occurred.  

· Participate in planning meetings to identify security requirements and the manpower and resources that will be required for each operational period.

Site Security Coordinator:

· Assist with headcount verification and evacuation of plant facilities as required.

· As appropriate, request that all visitors leave the site.

· Identify any missing employees or visitors and as necessary support search operations in safe areas outside of the warm and hot zones.

· Direct and escort any incoming resources from mutual aid or emergency contractors to the staging area when necessary.

· Establish site entry checkpoint and follow procedures established for approving and authorizing the entry of personnel and equipment to the site.

· Provide a security detail for the EOC, Media Room and other designated areas as deemed necessary for access control, safety, prevention of theft, etc.

· Participate in planning meetings to identify security requirements and the manpower and resources that will be required for each operational period.

Law Enforcement Liaison:

· Coordinate with local law enforcement to stop traffic flow on public highways when deemed necessary for public safety.

· Coordinate with local law enforcement to establish a system for identifying essential employees and emergency services contractors who must pass through any public roadblocks that may be in place.

· Coordinate with local law enforcement to provide support and relief for any ongoing scene and site security activities.

· Participate in planning meetings to identify security requirements and the manpower and resources that will be required for each operational period.

Site Security Procedures

· Provide immediate escort and allow representatives of the Louisiana State Police HAZMAT Unit and the U.S. Coast Guard to enter the plant and proceed to the Incident Command Post for a briefing on the emergency conditions. 

· Once a disaster has been declared, screen all personnel entering and leaving the plant site and only allow employees and other emergency personnel approved by the OSIC and/or the Plant Manager to enter the plant.

· Request all visitors to leave the plant site with instructions to communicate with their Murphy point of contact for information on future business or work.

· Direct mutual aid members and emergency services contractors bringing equipment and manpower to assist with an emergency to the designated staging area established by the OSIC.

Excepted personnel

Exceptions to the above directive include the following:

· Emergency Response Team members

· CMT members, back ups and support personnel

In-coming shift personnel

In-coming shift personnel may be required to remain outside the area until the respective supervisors authorize their entry.  If entry is allowed during an ongoing emergency, each supervisor must account for their incoming personnel and report to the CMT Leader or designee when all shift personnel are present and/or accounted for.  Security will provide direction to personnel regarding the route to be used when traveling to their respective units. 

Murphy Oil Refinery – Meraux Operations

·  Security Threat – Report Form
Call received by:










Call received at (location and number):








Time/date call was received:









What did the caller say, threaten or demand, using his/her exact language as far as possible:

If this is a bomb threat and you are able to … ask the caller these questions:

WHEN is the bomb set to go off? 








WHERE is it? 











WHAT kind of bomb is it? 









WHY are you doing this? 









WHO are you? 











Did the caller say he/she would call again?  Yes:



 No:



If so, when? 


 About how long was the call?





About how old was the caller?  


Male? 


Female? 


Were there any speech characteristics or an accent noted?





If so, what were they? 











Were there any identifiable background noises?
 If so, can you describe them?

Was the Caller:  

Calm? 

  Excited? 

  Intoxicated? 


Rational? 

   Irrational? 

Angry?


  Other? 


Signed 





Received by 





Date 





Date 







5.5   Liaison Officer

· The Liaison Officer is a principle member of the ICS Command Staff serving as the initial point of contact for any assisting and cooperating agency representatives and stakeholder groups (except law enforcement) responding to emergencies at the Meraux facility. The Liaison Officer meets with arriving agency representatives to determine their supporting role or concern and serves as a conduit for interfacing with other Murphy representatives. The Liaison Officer maintains close coordination with the Planning Section Chief and participates in planning meetings as necessary to provide current resource status information (including the limitations and capabilities) of the assisting or cooperating agency resources.  Only one Liaison Officer is assigned for each incident, including multi-jurisdiction incidents operating under a Unified Command.  The Liaison Officer may have assistants as necessary, and the assistants may include representatives of the assisting and cooperating agencies and/or stakeholder groups.  

The Liaison Officer position is usually activated for multi-jurisdictional type of incidents involving a “Unified Command’ and several assisting and cooperating agencies.  The decision to establish the Liaison Officer position is usually made by the IC when the CMT and the EOC are activated in response to a complex emergency condition.  

As illustrated in Figure 5-5 below, the Liaison Officer may have an agency representative from each of the assisting and cooperating agency and stakeholder groups working as an assistant to ensure effective and efficient assignment and utilization of the available support resources.

· 

Liaison Officer:

· Meet with and serve as the point of contact for representatives of any assisting and cooperating agency not having a role in the command organization.

· Serve as an interface and a bridge between representatives of assisting or cooperating agencies and members of the Command and General Staffs.

· Identify agency representatives from each agency, including the cell phone number and location.

· Maintain a list of assisting and cooperating agency and stakeholder group contacts.

· Assist in establishing and coordinating interagency contacts.

· Keep assisting and cooperating agencies aware of the incident status.

· Monitor incident operations to identify current or potential inter-organizational issues and advise the IC as appropriate.

· Participate in planning meetings and provide current resource status information, including limitations and capabilities of the assisting and cooperating agency resources.

· Provide information and support to local government officials and stakeholder groups.

4 Post-incident Actions

· Attend CMT debriefing.

· Brief team regarding ongoing and follow-up activities and actions.

· Review need for new or additional technologies.

· Update directories as necessary.

· Comment on strengths and weaknesses of existing plans/procedures.

· Complete assigned actions for any changes to existing plans/procedures.

· Ensure that lessons learned are documented and shared.

· Agency Representatives:

· Ensure that all agency resources are properly checked-in at the incident.

· Ensure integration of agency resources with the FPC accountability system.

· Obtain briefing from the Liaison Officer or Incident Commander.

· Attend briefings and planning meetings, as required.

· Provide input on the use of agency resources (unless resource technical specialists are assigned from the agency).

· Cooperate fully with the Liaison Officer and other members of the Command and General Staffs on agency involvement at the incident.

· Ensure the well being of agency personnel assigned to the incident.

· Advise the Liaison Officer of any special agency needs or requirements.

· Report to home agency or headquarters on a prearranged schedule.

· Ensure that all agency personnel and equipment are properly accounted for and released prior to departure.

· Ensure that all required agency forms, reports, and documents are completed and copies are made available to the Liaison Officer.

· Meet with the Liaison Officer and/or the Incident Commander for debriefing prior to departure. 

6.1 Operations Section Chief 

The Operations Section Chief is a principle member of the ICS General Staff responsible for directing the tactical hands-on emergency response activities at the emergency scene.  In the initial response to an emergency, a designated ERT Leader will assume the  Operations Section Chief position.  The responsibilities of Operations Section Chief may be transferred to another trained and qualified ERT Leader as additional ERT leaders and members become available.  Only one Operations Section Chief is assigned for each incident, including multi-jurisdiction incidents operating under a Unified Command type of organization.  The Operations Section Chief may have one or more deputies as necessary and the deputies may include representatives of outside agencies and jurisdictions. 

An Operations Section Chief is assigned for each period of operation and is involved in the preparation of the incident action plan for the oncoming shift.  The Operations Section Chief works closely with the OSIC to be familiar with strategic objectives and priorities and to direct the tactical operations necessary to achieve those strategic objectives.  Figure 6-1 below illustrates the expanded Operations Section and the layers of supervision (including position titles) that may be established within the Operations Section of the ICS.  

· 

· The position description and responsibility checklists on the following pages outline basic assignments for each of the organizational elements and supervisory positions that may be assigned within the Operations Section.  Each emergency response is unique and the responsibility checklist established for each of these positions is not necessarily all-inclusive.  The person assigned to each position should consider the actions listed, but should also give consideration to other actions that may be necessary for safe and effective response and mitigation.  For additional information, the Operations Section Chief may review the response plan for the type of emergency and conditions, as outlined in the Section 4 of this document.

· ERT members staffing the Operations Section of the ICS represent the initial emergency response component for the Meraux facility.  Within the ERT organization, specialized teams are trained and qualified to perform fire fighting, hazardous materials, rescue, and medical operations that may be necessary at the emergency scene.  Many ERT members are cross-trained and are qualified for multiple areas of emergency response.  As the ERT members and leaders arrive at the scene of an emergency, the Operations Section is staffed from the bottom of the organization and then additional layers of supervision are added as necessary to maintain the appropriate span of control.  For this reason, the responsibilities of the bottom tier positions are discussed first in this section and then the additional layers of supervision are added and discussed in the order they might be added.

· ACTION Checklists

· Operations Section Chief:
· Responsibilities of the Operations Section Chief include the following:

· Consult with the OSIC to assess emergency conditions and identify hazards and the associated risks.

· Review emergency response plans and procedures as necessary (See Section 4).

· Coordinate with OSIC to evaluate risks and hazards and develop the initial action plan.

· Brief ERT personnel, establish communications, provide direction according to established priorities and direct the tactical response operations at the scene.

· Initiate accountability system for responders in accordance with procedures.

· Expand the Operations Section of the ICS as necessary and establish layers of supervision to maintain an appropriate span of control.

· Brief the OSIC frequently on the incident status and the need for additional resources, equipment and back-up personnel as required.

· Evaluate equipment needs and the status of consumables such as foam, fuel, etc. 

· Ensure emergency responders are adhering to established safety requirements and procedures.

· Evaluate safety and level of fatigue of emergency response personnel.

· Coordinate with the Logistics and Planning Sections as required to establish a plan for rotation, relief and rehab of the available response personnel.

· As conditions of the emergency change, adjust assignments and assemble and disassemble strike teams as necessary.

· Report information about special activities, events, and occurrences to the OSIC

Post-incident

· Attend CMT debriefing.

· Brief team regarding ongoing and follow-up activities and actions.

· Debrief ERT and any participating agencies/authorities/jurisdictions.

· Review need for new or additional technologies.

· Update directories as necessary. 

· Ensure emergency equipment is returned to the emergency ready condition and stocks of consumables are replenished.

· Comment on strengths and weaknesses of existing plans/procedures.

· Coordinate with Information Officer to arrange professional counseling if required.

· Review effectiveness of the emergency response plans and procedures. 

· Complete assigned actions for any changes to existing plans/procedures.

· Ensure that lessons learned are documented and shared.

· Single Resources – Individual Team Members:

· In the initial response to emergencies at the Meraux facility, the on-duty OSIC/ Operations Section Chief and the responding on-duty ERT members make up the Operations Section of the ICS.  These responding ERT members may be assigned as a single resource or they may be grouped into one or more teams with specific assigned objectives. Responsibilities of the single resources include the following:

· Confirm understanding of assignments.

· Initiate accountability system in accordance with procedures.

· Obtain necessary apparatus, equipment and supplies.

· Perform assigned tasks and duties within the scope of training and qualification.

· Adhere to recognized safety standards and operational procedures.

· Ensure adequate communications with Team Leaders and other members.

· Focus on assignments and avoid temptations for free-lancing.

· Bring any safety or health concerns to the attention of the Team Leader.

· Monitor emergency status, progress and any changes.

· Know rally point and maintain means of egress in the event that quick departure of the work area is necessary.

· Maintain communications and inform Team Leader of additional equipment and resource requirements.

· Remain with team as assigned and ensure accountability is maintained while in the available or out-of-service status.

· Strike Team Leaders:

· As the organization begins to grow, the single resources may be grouped into teams under the direction of an ERT leader.  Initially the ERT leaders and members will receive direction from the OSIC/Operations Section Chief and will be responsible for performing tactical operations required to achieve established objectives and priorities.  ERT leaders will report work progress, status on resources and other important information to the OSIC/Operations Section Chief.  Additional layers of supervision (Group Supervisors) will be added as appropriate to maintain the span of control (ratio of supervisors to subordinate positions) as additional Strike Teams are established.  Responsibilities of the designated Strike Team Leaders include the following:

· Review the tactical operations plan with assigned team members.

· Initiate accountability system in accordance with procedures.

· Assign tasks to team members within the scope of training and qualification.

· Direct the placement of apparatus and equipment being used by the team.

· Ensure subordinates adhere to recognized safety standards and operational procedures. 

· Establish and maintain adequate communications with supervisor and team members.

· Coordinate activities with adjacent strike teams, task forces and single resources.

· Submit situation and needs reports to Division/Group Supervisor as required.

· Maintain communications and bring any safety or health concerns to the attention of the supervisor.

· Monitor emergency status, progress and any changes in conditions.

· Establish rally point and maintain means of egress in the event that quick departure is necessary.

· Retain control and accountability of assigned team members while in service, standby or out-of-service status.

· Group and Division Supervisors:
· When deemed necessary or to maintain the optimum appropriate span of control when five or more strike teams are assigned, an additional layer of supervision (Group or Division Supervisors) may be added by the Operation Section Chief to direct the tactical operations of the subordinate strike teams.  Responsibilities of the Group and Division Supervisors include the following:

· Understand tactical objectives and priorities related to the response operations.

· Review tactical objectives, priorities and the operations plan with Strike Team Leaders and assign duties and tasks within the scope of training and qualification.

· Obtain apparatus, equipment and supplies needed for operational activities.

· Advise team leaders on the placement of personnel, apparatus and equipment.

· Ensure subordinates are accounted for in accordance with accountability procedures.

· Ensure Strike Team Leaders are conducting operations according to recognized safety standards and operational procedures.

· Establish and maintain adequate communications with Strike Team Leaders.

· Ensure the Operations Section Chief is routinely advised of the incident status and any changes in the objectives, priorities or assignments.  

· Coordinate operational activities with adjacent Divisions/Groups.

· Routinely submit situation and needs reports to the Operations Section Chief or to a Branch Director (if established). 

· Report any safety or health concerns, hazardous situations, special occurrences, or significant events (e.g., accidents, sickness) to the Tactical Safety Officer.

· Resolve logistics problems within the Division/Group.

· Ensure accountability of assigned personnel while in available or out-of-service status.

· Participate in the development of operational plans for ongoing operational periods.

· Branch Directors:
· Within the Operations Section, a Branch may be established as an additional layer of supervision above the Division or Group.  To maintain the optimum span of control, two or more Branch Directors may be identified and assigned when the Operations Section has expanded to six or more Division Group/Division Supervisors.  Responsibilities assigned to the Branch Directors may be functional or geographic in their scope.  

· Branch Directors may also be identified and assigned for reasons other than span of control.  At times, it may be appropriate to identify and assign a Branch Director to establish a new operational function.  For example, at some point several hours into an emergency response it may be determined that surveillance of the emergency scene using aircraft will be valuable for support of the operational activities.  To meet these needs, an Air Operations Branch Director may be identified and assigned to assemble necessary resources and develop an organization to direct and manage the air operations activities.

· Responsibilities of the Branch Director include the following:

· Attend planning meetings at the request of the Operations Section Chief.

· Review Division/Group assignments and objectives and make necessary changes or adjustments based on the effectiveness of current plans and operations.

· Assign specific objectives and priorities to Group/Division Supervisors.

· Manage all tactical operations within the Branch.

· Resolve logistic problems reported by subordinates.

· Report to the Operations Section Chief when objectives or priorities are modified; additional resources are needed; surplus resources are available; hazardous situations or significant events occur.

MANAGING   
serious injuries and Fatalities
In the event of serious injuries or a fatality at the emergency scene, the Operations Section Chief will ensure the name of any seriously injured or deceased person is maintained confidential and will provide this information in person (or by runner) directly to the OSIC.   When the name(s) of any deceased is confirmed at the scene of an incident by the OSIC, the name and the known condition for each person will be recorded on paper and this paper will be hand delivered to the IC or the Information Officer in the EOC by a trusted agent runner.  The OSIC and the Operations Section Chief will brief those at the scene having knowledge of those injured or deceased of the confidential nature of this information and will ask that this sensitive information not be shared with others until the family/next of kin can be appropriately notified.   The Safety Officer will ensure compliance with all regulatory and statutory requirements related to injuries and fatalities.

Initial external reporting

The Information Officer will immediately notify the following as appropriate:  

· Coroner

· Doctor

· Ambulance

· Local/State Police

· OSHA

Internal Reporting

The IC and/or the Information Officer will provide details to the following internal groups as appropriate:

· Family/Next Of Kin Coordinator

· Information Officer

· Legal Counsel

· Senior Executive Officer of Murphy Oil U.S.A. 

Production and Recovery Section Chief 
The Production and Recovery Section Chief is a unique member of the ICS General Staff that has been added to the Murphy Oil U.S.A., Meraux Refinery ICS organization to manage commercial, recovery and facility operations that are impacting or impacted by the emergency condition. Additionally, the person assigned to this position is responsible for ensuring the accountability and safety of all personnel working in the process areas and for managing recovery activities to minimize down time and loss of production.  

In the initial response to an emergency at the Meraux facility, the senior on-duty process area or unit manager/supervisor having special knowledge and familiarity pertaining to the units and/or processes involved in the emergency is pre-assigned to these responsibilities.  It is critical for the safety of emergency response personnel that this person quickly communicates and coordinates process area actions and activities with the OSIC at the Incident Command Post.   Initial actions may include shutting down units and processes or diverting process flows away from the impacted units or processes to other units, areas, or tanks.   Immediate accountability of all personnel working in the impacted area is the highest priority.  If immediate evacuation of units or process areas is required, the assigned Production/Recovery Section Chief is responsible for assuring the safety of all employees who may remain for orderly shut down of process areas.  As determined by the severity and perceived risk of the emergency condition, the person assigned to these responsibilities may coordinate with the OSIC to order an emergency shutdown of process units and total evacuation of all personnel from specific units, process areas, or the entire site to ensure their safety.

When there is a complex emergency situation or a disaster, the ICS organization is expanded by activating the CMT and the EOC.  When the CMT is activated, the responsibilities of this position are transferred to the pre-assigned Production and Recovery Section Chief.  The Production and Recovery Section Chief executes existing business continuity and recovery plans as appropriate for short-term recovery.  The person assigned to this position also coordinates with the IC and corporate level executives as required to assemble a damage assessment and recovery team having the expertise to formulate a comprehensive damage assessment and recovery plan. 

· As illustrated in Figure 6-2 on the following page, the Production and Recovery Section Chief may expand the ICS organization to ensure appropriate management of the unit / process areas, associated utilities, and marine / terminal operations impacted by the emergency event.  The Production and Recovery Section Chief also manages the ongoing facility operations from the EOC with the support of the other unit/process area supervisors and personnel.

· 






ACTION CHECKLISTS

Production/Recovery Section Chief (on-duty process supervisor/manager):

· Direct immediate unit/process control actions as required to secure the impacted area.

· Determine the location and condition (accountability) of all personnel working in the immediate area when the emergency occurred.

· Quickly communicate and coordinate unit/process control actions and activities and accountability concerns with the OSIC

· Report to the Incident Command Post as soon as possible to provide support for the OSIC.

· Perform accountability checks and ensure the safety of all personnel in other operating units and process areas impacted by the emergency condition.

· Direct actions to modify or shut down unit operations and/or process flows that may be contributing to the emergency condition. 

· Coordinate with the OSIC and direct actions to ensure adequate firewater flows, termination or restoration of electrical, fuel gas, steam, and/or water service as necessary to support emergency response operations.

· Minimize unit/process down time and loss of production to the maximum extent possible without jeopardizing the safety of personnel, the environment, the public, or emergency response operations.
EOC - Production/Recovery Section Chief 

· Verify the accountability and safety of all personnel that were on-duty at the time of the emergency event. 

· Verify on-going/in-service operations and production are not jeopardizing the safety of personnel, the environment, the public, or emergency response operations.

· Coordinate with the OSIC to establish a preliminary assessment of the impact and damage and determine corporate level support that may be required. 

· As appropriate, review established business continuity and recovery plans for the affected area(s) and implement those plans.

· Develop a plan for the utilization any displaced employees and have the plan approved by the IC.

· As appropriate, coordinate with the IC and corporate executives to assemble a damage assessment and recovery team having the expertise to formulate a comprehensive damage assessment and recovery plan. 

· Determine resources required and use inventory checklists and critical spares checklists to ascertain available resources, parts and equipment.   

· Develop a short-term recovery path, identify priority recovery needs and determine the resources required, availability, and estimated costs.

· Draft recovery path for long term resumption of normal operations; document resources required, availability and safe work requirements; and include cost estimates.

· Coordinate with the Procurement Unit and begin contacting various contractors and suppliers to establish the status of resource availability and projected costs to begin restoration and recovery activities.

· With the support of the Finance and Administration Section Chief, submit short and long-term recovery plans (include costs and expenditures projections) and obtain senior management approval.

· In cooperation with the Information Officer, arrange a meeting and a location to brief all displaced employees on their temporary assignments and duties during recovery.

· Establish and maintain a recovery management team to manage and oversee recovery activities and ensure adherence to safe work requirements and the recovery plan.

· Implement the short and long-term recovery plans and on a regular basis review the status and any necessary modifications/changes with senior management. 

· Develop procedures outlining the conditional requirements for testing, performance and safety that must be achieved before start up and resumption of operations.

· Manage and oversee start up and restoration of normal operations.
Post-incident

· Attend CMT debriefing.

· Debrief team and obtain comments on strengths and weaknesses of existing plans/procedures.

· Brief team regarding ongoing and follow-up activities and actions.

· Review need for new or additional technologies.

· Update call directories and critical spare listings as necessary. 

· Complete assigned actions for any changes to existing plans/procedures.

· Ensure that lessons learned are documented and shared.

Area and Utility Specialist/Supervisors:

· Report on the accountability and safety of all operations and maintenance personnel that were on-duty at the time of the emergency event.

· Supervise on-going/in-service operations and production and ensure these operations are not jeopardizing the safety of personnel, the environment, the public, or emergency response operations.

· Shut down operations as deemed necessary by the nature of the emergency or when directed by the Section Chief.

· Divert process/product flows away from the impacted area when deemed necessary.

· Supervise on-going/in-service utility services supplied by your area and ensure the utility services are not jeopardizing the safety of personnel, the environment, the public, or emergency response operations

· Assist the Section Chief to provide a preliminary assessment of damage and the impact of the incident on production.

· Review available business continuity and recovery plans and advise the Section Chief on their applicability to the current conditions.

· Assist the Section Chief in identifying any actions that would support short-term recovery and restoration of normal (or partial) unit/process production.

· Identify critical spares that are available to support short-term recovery plans for the impacted area.

· Support inspection activities of the team assigned to perform a comprehensive damage and recovery assessment of the assigned area.

 Threat Identification and Recovery Plan Outline
Threat (Brief Description)
Impact on Operations
Short Term Recovery Plan Outline 
Recovery Action Plan

Threat:

	Action
	Responsibility
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Recovery Resouces Required

	Resource
	Quantity
	Supplier Contact Details
	Mobilization

Details
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Logistics Section Chief 

The Logistics Section Chief is a principle member of the ICS General Staff responsible for providing equipment, materials, supplies, facilities and services as required for support of all tactical response, mitigation and recovery activities.  The Logistics Section Chief manages the support needs for the incident, including writing purchase requisitions and coordinating with the Procurement Unit to obtain required equipment, materials, supplies and services from external suppliers.  The Logistics Section Chief also provides facilities, transportation, supplies, equipment maintenance, equipment fueling, food service, communications, and medical services (for response personnel).  The Logistics Section Chief participates in development and implementation of the Incident Action Plan for each period of operation and activates and supervises the Branches and Units within the Logistics Section. 

In the initial response to an emergency, the OSIC may retain responsibility for this position and may assign available personnel to obtain and bring necessary equipment and supplies to the scene to support the initial response activities.  If there is a complex emergency situation, the ICS organization is typically expanded, the EOC and the CMT are activated and the pre-assigned Logistic Section Chief assumes these responsibilities.  Only one Logistics Section Chief is assigned for each incident, including multi-jurisdiction incidents operating under a Unified Command. The Logistics Section Chief may have one or more deputies as necessary and the deputies may include representatives of the outside agencies and jurisdictions.  Figure 6-3 below illustrates the basic organization for the Logistics Section.

· 

ACTION CHECKLISTS

Logistics Section Chief:

· Ensure a clear line of communication is established between the ICP and the EOC.

· Ensure immediate needs for food, beverages, refreshments, ice and potable water are quickly assessed and provided to all locations.

· Ensure a rehab area is quickly established when appropriate and the immediate needs for rehab and medical monitoring of initial response personnel are provided.

· Ensure immediate needs for fuel are quickly assessed and provided to all locations.

· Plan organization and obtain personnel required to manage the Logistics Section.

· Assign work locations and preliminary work tasks to Section personnel.

· Notify Resources Unit of the Logistics Section units activated; including names, locations and contact phone numbers for Branch Directors and Unit Leaders.

· Assemble and brief Branch Directors and Unit Leaders as appropriate.

· Participate in preparation of Incident Action Plan for each operational period.

· Identify service and support requirements for planned and expected operations.

· Provide input to and review Communications Plan, Medical Plan and Traffic Plan.

· Review Incident Action Plan and estimate Section needs for next operational period.

· Advise on current service and support capabilities.

· Prepare service and support elements of the Incident Action Plan.

· Estimate future service and support requirements.

· Receive Demobilization Plan from Planning Section.

· Recommend release of unit resources in conformity with Demobilization Plan.

· Ensure general welfare and safety of Logistics Section personnel.

· Post-incident

· Attend CMT debriefing.

· Debrief team and obtain comments on strengths and weaknesses of existing plans/procedures.

· Replace consumables.

· Brief team regarding ongoing and follow-up activities and actions.

· Review need for new or additional technologies.

· Update call directories as necessary. 

· Complete assigned actions for any changes to existing plans/procedures.

· Ensure that lessons learned are documented and shared.

· Service Branch Director:

· The Service Branch Director works under the direction of the Logistics Section Chief and is responsible for the meeting the job responsibilities outlined in this section for the Communications, Medical and Food Units.  When these units are formally activated the Service Branch Director supervises these functions to ensure they are carried out in an efficient and effective manner.

· Determine the level of services required to support operations in all locations including the ICP, EOC, Rehab and Staging areas.

· Organize and prepare assignments for Service Branch personnel.

· Obtain working materials, supplies and equipment for mission.

· Confirm dispatch and placement of personnel.

· Oversee and manage overall support activities of the Logistics Section.

· Confirm timely and efficient delivery of services and support to all areas.

· Participate in planning meetings for each period of operation.

· Review Incident Action Plan.

· Submit required reports and documentation.
Communications Unit Leader:

The Communications Unit Leader, under the direction of the Logistics Section Chief or the Service Branch Director (if established), is responsible for developing plans for the effective management and use of incident communications equipment and facilities. This position oversees the installation and testing of communications equipment; supervises the Incident Communications Center; distributes communications equipment to incident personnel; and maintains and repairs communications equipment. 

· Review responsibilities of the unit.

· Obtain equipment and supplies to meet unit responsibilities and incident needs.

· Prepare and implement the emergency communications plan.

· Establish system for distribution, maintenance and testing of communications equipment.

· Ensure adequate phones are available and set up for each Section in the EOC. 

· Ensure awareness of the available EOC phone numbers for each Section.

· Ensure an Incident Communications and Message Center is established and appropriately staffed when required by the nature of the incident.

· Establish direct phone links to other locations as requested by the IC.

· Provide support and equipment to audio/video specialist assigned to media room as required. 

· Ensure an equipment accountability system is established.

· Provide briefings and technical information as required on the types, limitations, anticipated problems, etc., for equipment and systems in operations.

· Oversee and manage activities of personnel working within the Unit.

· Collect communications equipment from relieved or released personnel and maintain records and inventory for all communications equipment as appropriate.

· Ensure communications equipment is repaired, tested and ready for service when required.

· Submit required reports and documentation.
 Medical Unit Leader: 

The Operations Section Chief manages the rescue, medical treatment, packaging, decontamination and transportation of personnel injured within the established warm and hot zones at the emergency scene.  Logistics support that may be necessary to meet these requirements is provided only at the request of the Operations Section Chief.

The Medical Unit Leader, under the direction of the Logistics Section Chief or the Service Branch Director (if established), is responsible for the developing a Medical Plan and providing medical monitoring, medical treatment and transportation for emergency response personnel that may be injured or ill.   The Medical Unit Leader also ensures appropriate medical reports and records are maintained for all emergency response personnel working at the scene. 

· Review responsibilities of the Unit.

· Obtain personnel and establish Medical Unit as appropriate.

· Establish rehab and medical monitoring area for emergency response personnel.

· Have ground transportation available for support of Medical Unit.

· Obtain additional medical supplies that may be necessary to support emergency operations.

· Participate in planning activities for each period of operation.

· Prepare the Medical Plan for sustaining ongoing medical support.

· Prepare procedures for managing a major medical emergency.

· Declare major medical emergency when appropriate.

· Respond to requests by the Operations Section Chief for medical aid, medical transportation, and medical supplies.

· Submit required reports and documentation.
Food Unit Leader:
· The Food Unit Leader works under the direction of the Logistic Section Chief or the Services Branch Director (if established) and is responsible for determining needs, obtaining sufficient supplies and providing food, beverages, refreshments, ice and potable water to all locations (including the emergency scene, rehab areas, staging areas, and the EOC.  The Food Unit Leader is responsible for planning balanced meals; ordering food and beverages; maintaining a food service area; and for providing cooks, food handlers, and cooking facilities when necessary. 

· Providing efficient food service is critical for management of any incident involving sustained and ongoing response and recovery activities.  The unit supplies water, food, cold beverages, and refreshments for the entire incident, including all remote locations (such as staging, rehab, and the EOC) as well as supplying food service to emergency response personnel who may be unable to leave their tactical assignments.  The Food Unit Leader must anticipate incident needs, both in terms of the number of people and any special food requirements.  

· Determine best method for providing food, beverages, refreshments, ice and potable water to all locations.

· Make arrangements for food preparation and delivery or obtain personnel, equipment and supplies to set up a food preparation facility.

· Ensure that well-balanced meals are prepared and provided.

· Coordinate with the Logistics - Facilities Unit to set-up food service and eating areas.

· Coordinate with the Logistics - Supply Unit to order food, beverages, refreshments, ice and potable water 

· Coordinate with the Logistics - Ground Support Unit to obtain ground transportation for delivery of food, beverages, refreshments, ice and potable water.
· Order sufficient food, beverages, refreshments, ice and potable water for the Supply Unit.

· Maintain an inventory of food, beverages, refreshments, ice and potable water as necessary

· Maintain food service and eating areas, ensuring that all appropriate health, safety and sanitary measures are being followed.

· Coordinate with the Planning Resource Unit, to determine the number personnel that will be fed during each period of operation.
· Submit required reports and documentation.
· Support Branch Director:
The Support Branch Director works under the direction of the Logistics Section Chief and is responsible for developing and implementing logistics plans in support of the Incident Action Plan. The Support Branch Director is also responsible for meeting the job responsibilities outlined in this section for the Supply, Facilities and Ground Support Units. When these units are formally activated the Support Branch Director supervises these functions to ensure they are carried out in an efficient and effective manner.

· Obtain working materials and personnel

· Prepare initial organization and assignments for support operations

· Assemble and brief Support Branch personnel on assignments and responsibilities

· Participate in planning meetings of Logistics Section personnel.

· Review Incident Action Plan

· Supervise work progress of assigned units and brief Section Chief on activities

· Coordinate activities of Branch Units.

· Resolve Service Branch problems

Supply Unit Leader:

· The Supply Unit Leader works under the direction of the Logistics Section Chief or the Support Branch Director (if established) and is responsible for ordering, receiving, storing, processing and distributing all incident-related resources, personnel, equipment and supplies. This unit also handles tool operations, which include storing, disbursing, and servicing of all tools and portable, non-expendable supplies and equipment. To ensure efficient and effective management of the supply function the Supply Unit Leader may expand the unit organization to include positions such as an Ordering Manager, Receiving and Distribution Manger, Tools and Equipment Specialist, etc.
· Review responsibilities of the Unit.

· Determine the type of tools, equipment and supplies needed to support operations.

· Develop and implement an inventory, distribution, safety and security plan.

· Order, receive, store, and distribute supplies and equipment when required.

· Receive and respond to requests for supplies and equipment.

· Service reusable equipment.

· Participate in planning activities for each period of operation.

· Submit required reports and documentation.
Ordering Manager: 

The Ordering Manager is responsible for placing all orders for supplies and equipment for the incident. The Ordering Manager reports to the Supply Unit Leader. 

· Obtain necessary agency(s) order forms.

· Establish ordering procedures.

· Establish name and telephone numbers of agency(s) personnel receiving orders.

· Set up filing system.

· Get names of incident personnel who have ordering authority.

· Check on what has already been ordered.

· Ensure order forms are filled out correctly.

· Insure orders are placed in a timely manner.

· Consolidate orders when possible.

· Identify times and locations for delivery of supplies and equipment.

· Keep Receiving and Distribution Manager informed of orders placed.

· Submit required reports and documentation.
Receiving And Distribution Manager: 

The Receiving and Distribution Manager reports to the Supply Unit Leader and is responsible for receiving and distribution of all supplies and equipment (other than primary resources) and the service and repair of tools and equipment.  

· Establish procedures for operating supply area

· Determine personnel requirements

· Establish organization and brief personnel on assignments and responsibilities

· Organize physical layout of supply area

· Set up filing system for receiving and distribution of supplies and equipment

· Maintain inventory of supplies and equipment

· Develop security requirement for supply area

· Establish procedures for receiving supplies and equipment

· Submit necessary reports to Supply Unit Leader

· Notify Ordering Manager of supplies and equipment received

· Submit required reports and documentation.
Tool And Equipment Specialist:

The Tool and Equipment Specialist reports to the Receiving and Distribution Manager and is responsible for sharpening, servicing and repair of all hand tools.  

· Establish procedures for operating tool and equipment area

· Determine personnel requirements

· Obtain necessary equipment and supplies

· Set up tool storage and conditioning area

· Establish tool inventory and accountability system

· Maintain all tools in proper condition

· Assemble tools for issuance each operational period per Incident Action Plan

· Receive and recondition tools after each operational period

· Ensure that all appropriate safety measures are taken in tool conditioning area

· Submit required reports and documentation.
· Facilities Unit Leader:

· The Facilities Unit Leader works under the direction of the Support Branch Director or the Logistics Section Chief and is responsible for setting up, maintaining, and demobilizing all facilities including temporary building, trailers, tents, awnings, shelters, rest rooms, lighting, cool-fans, tables, chairs, benches, etc., that may be used in support of incident operations.  The Facilities Unit Leader is also responsible for providing and setting up facilities for support services such as food and water, sleeping, sanitation, and showers.

The Facilities Unit Leader also supports, sets up (as necessary), and maintains the ICP, EOC, Staging, Rehab and other command facilities used in and around the incident area.  
· Review responsibilities of the Unit

· Determine requirements for facilities to support operations in all locations.

· Prepare layout and plans to provide the required incident facilities.

· Notify unit leaders of facility layout and plans to ensure safety and security.

· Deliver and set-up incident facilities according to plans and incident needs.

· Respond to special facility needs upon request.

· Participate in planning activities for each period of operation.

· Provide facility maintenance services, lighting, and sanitary clean up.

· Submit required reports and documentation.
· Ground Support Unit Leader: 

· The Ground Support Unit Leader works under the direction of the Support Branch Director or the Logistics Section Chief and is responsible for maintaining a transportation pool of vehicles (e.g., staff cars, buses, pick-ups, etc.) that are suitable for transporting personnel and for providing transportation services for personnel, supplies, food, equipment, etc.  The Ground Support Unit Leader is also responsible for fueling, service, maintenance, and repair of vehicles and other ground support equipment; and for keeping records of the usage time for all contracted ground equipment assigned to the incident.  To ensure efficient and effective management of the ground support function the Ground Support Unit Leader may expand the unit organization to include positions such as an Equipment Manager, etc.
· Review responsibilities of Unit.

· Obtain vehicles and drivers required to meet ground support/transportation needs.

· Establish communication links with Logistics and Operations and support delivery and transportation services when requested.

· Arrange for and activate fueling, maintenance, and repair of vehicle fleet.

· Collect use and operation information and obtain trained operators/drivers for special/unusual service equipment.

· Participate in planning activities for each period of operation

· Requisition maintenance and repair supplies (e.g., fuel, and spare parts).

· Submit required reports and documentation.
Equipment Manager:

The Equipment Manager reports to the Ground Support Unit Leader and provides service, repair and fuel for all apparatus and equipment; provides transportation and support vehicle services; and maintains records of equipment use and service provided. 

· Determine locations for assigned resources, Staging Area locations, and fueling and service requirements for all resources.

· Obtain necessary equipment, supplies, vehicles and personnel.

· Provide maintenance and fueling according to an established schedule to maximize use of available transportation.

· Coordinate with supporting agencies on service and repair needs as required.

· Determine supplies (e.g., gasoline, diesel, oil and parts needed to maintain equipment in efficient operating condition), and place orders with Supply Unit.

· Maintain inventory of support vehicles for maintenance and fueling.  

· Maintain equipment service, use and rental records/agreements as required

EOC EQUIPMENT AND Supplies Checklist

· Phones

· Fax

· Plant and community telephone directories

· Telephone log sheets and clipboards 

· Phone extension cords

· Electrical extension cords and power/plug strips
· Clocks
· Site Crisis Management Plan and Facility Response Plans

· Site emergency evacuation plans

· Bomb threat procedures

· Current Corporate Contact Directory

· Site construction drawings and plans

· Current Media Kits

· Stationery, note pads, pins, white board markers, pens, pencils, etc. 

· First aid kit

· Eye wear, hard hats, protective clothing

· Security passes/badges

· Digital still and movie cameras

· Batteries – variety 

· Duct tape and masking tape

· Small tool kit

· Flashlights

· Equipment easily accessible: photocopier, overhead projector and transparencies, computer/s and printers, computer projector, white board, fax machine(s), portable VHS radios, portable satellite telephones, and additional tables/chairs

· Signs indicating location and operation of the EOC/CMT

· Table signs for each ICS Command and General Staff Functions

· (List other, as applicable)

logistics Telephone Call register

Logistics Communicator: 
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Emergency Operations Center Layout – EXAMPLE
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Planning Section Chief  

· The Planning Section Chief is a principle member of the ICS General Staff responsible for maintaining information displays related to the status of emergency response conditions, actions and activities; as well as resource needs, assignments, locations and availability.  This information is required to: 1) understand the current progress and needs; 2) predict probable course of incident events; 3) prepare future actions and alternative strategies; and 4) track and allocate resources.  Additional information may be maintained to track the current location and status of any “at risk” employees who may have been injured in the incident.  The Planning Section Chief works closely with the OSIC and the Operations Section Chief to gather and evaluate incident data and also schedules and chairs planning meetings as required to develop an Incident Action Plan for each period of operation. 

In the initial response to an emergency, the OSIC may retain responsibility for this position and may assign a person at the scene to serve as a recorder or scribe to keep a chronological listing of times, events, actions, and the current location and status of available resources.  

If there is a complex emergency situation, the ICS organization is typically expanded, the EOC and the CMT are activated and the pre-assigned Planning Section Chief assumes these responsibilities.  Only one Planning Section Chief is assigned for each incident, including multi-jurisdiction incidents operating under a Unified Command. The Planning Section Chief may have one or more deputies as necessary and the deputies may include representatives of the outside agencies and jurisdictions.  Figure 6-4 below illustrates the basic organization for the Planning Section.









ACTION CHECKLISTS

Planning Section Chief:

· Establish communication link between the ICP and the EOC to create an accurate and timely flow of information regarding the status of emergency response conditions including actions and activities, situation, needs and resource assignments.

· Assemble support personnel and assign job functions as required.

· Set up and maintain displays providing current information on emergency response conditions including actions and activities; as well as resource assignments, locations and availability.  

· Set up and maintain a display to provide current and timely information on the status of each “at risk” person with injuries resulting from the incident. 

· Schedule and chair a meeting to gather required information needed to develop the Incident Action Plan for the upcoming period of operation.

· Oversee the development of the Incident Action Plan for each period of operation.

· Coordinate with the Incident Commander and Operations Sections Chief to complete review and approval of the final Incident Action Plan for each period of operation.

· Copy and distribute the Incident Action Plan for the upcoming period of operation.

· Obtain specialized resources that may be required for support of the incident.

· Maintain current listing (including types and any special capabilities) of in-service, out-of-service and available resources.

· In cooperation with the Operations Section Chief, predict future outcomes and assemble information on alternative and future strategies that may be employed.

· Keep the Information Officer informed of new developments that may require changes, modification or updates of information releases and media briefings.

· Submit recommendations for demobilization and release of resources to the Incident Commander and the Operations Section Chief.

· Maintain records and files of all documentation related to the incident and provide copy services and services for obtaining copies of maps and plot plans that may be requested or relevant to the Incident Action Plan.

Post-incident
· Attend CMT debriefing.

· Debrief team and obtain comments on strengths and weaknesses of existing plans/procedures.

·  Ensure photographs of the incident site are taken.

· Ensure appropriate legal documentation of the incident (take legal advice)

· Assist with, and provide information for, incident investigation team(s).

· Brief team regarding ongoing and follow-up activities and actions.

· Review need for new or additional technologies.

· Update call directories as necessary. 

· Complete assigned actions for any changes to existing plans/procedures.

· Ensure that lessons learned are documented and shared.

Situation Unit Leader:
The Situation Unit Leader works under the direction of the Planning Section Chief and is responsible for maintaining current situation displays showing emergency response conditions, actions and activities. The Situation Unit processes and organizes on-going situation information; prepares situation summaries; and develops projections and forecasts of future events related to the incident.  This Unit also obtains required maps or drawings and gathers and disseminates information and intelligence for use in the IAP and other reports as required by the Planning Section Chief. 

To ensure efficient and effective collection and evaluation of information, the Situation Unit Leader typically expands the organization to include Information/Display Processors and Information/Field Observers.  The Situation Unit Leader retains responsibilities of the Unit until these responsibilities are formally delegated to other qualified personnel.

· Intercept information flow; post the time and chronologically record and display ongoing emergency response conditions, actions and activities as the incident progresses. 

· Prepare periodic predictions, as requested by the Planning Section Chief.

· Prepare, post, and disseminate resource and situation status information, as required in the Incident Information Center.

· Prepare the Incident Status Summary 

· Provide status reports to appropriate requesters 

· Participate in planning meetings as required

· Provide photographic services and maps

· Information Display Processor(s)
The Information Display Processor(s) works under the direction of the Situation Unit Leader and is responsible for recording and displaying incident status information obtained from radio transmissions and field observer reports. 

· Obtain necessary equipment and supplies.

· Establish communications links and required displays in a timely manner.

· Obtain copy of Incident Action Plan for the current operational period as required.

· Assist Situation Unit Leader in analyzing and evaluating field reports.

 Field Observer(s) – Information Processor

The Field Observer-Information Processor is responsible for collecting real time information regarding the current situation, actions, outcomes, and resource allocations and relaying this information to the Situation Unit - Information Display Processor(s) working in the EOC.  Information will be obtained at the scene by personal observations, listening to radio transmissions, the direction of others, and information exchange between the Operations Section Chief and the OSIC. 

· Obtain radio (with head set and noise suppressing microphone if available), clipboard, pen, pad and other equipment that may be necessary to carry out responsibilities.

· Report to assigned field location and test and confirm communications on the assigned channel with the Situations Unit – Display Processor in the EOC

· Review list and priorities related to information that must be reported

· Review operational objectives of the current IAP when available

· Report observations including, but not limited to, the following:

· Location of current control zones

· Weather conditions and any impact of the weather on progress

· Hazards

· Progress of operational resources in meeting current objectives of the IAP

· Prediction of anticipated changes to the current situation status 

· Prediction of operational objectives for the next period of operation

· Identify location of all facilities (e.g. – Staging, Rehab, Ready for Assignment, ICP, etc.)

· Contact the Safety Officer to report any condition observed which may cause danger or a safety hazard to personnel

· Report any information that will aid in the development of accurate predictions


Resources Unit Leader:
The Resources Unit Leader works under the direction of the Planning Section Chief and is responsible for maintaining the status of all resources (primary and support) at an incident; including check-in, status and current location.  This unit is also responsible for preparing parts of the Incident Action Plan and compiling the entire plan in close coordination with other members of the ICS, (e.g., Situation Unit, Operations, Logistics) and determining the availability of resources. 

In response to a complex emergency event involving sustained operations, the Resources Unit Leader will typically coordinate with the OSIC and the  Operations Section Chief to maintain a master list of all resources.  The listing will categorize all resources across disciplines by capability and capacity and provide information on the current location and status.  All resources committed to incident operations will be listed in one of three status conditions as follows: 

(1)  Assigned resources are personnel, teams, equipment, or facilities that have checked in (or in the case of equipment and facilities, receipted for) and are currently active in the tactical response operations at the scene.

(2)  Available resources are personnel, teams, equipment, or facilities that have been assigned to an incident and are ready for a specific work detail or function.

(3) Out-of-service resources are personnel, teams, equipment, or facilities that have been assigned to an incident but are unable to function for mechanical, rest, or personal reasons; or because their condition makes them unusable.

To ensure efficient and effective management of resources, the Resources Unit Leader may expand the unit organization to include positions such as a Check-in/Status Recorder, and a Volunteer Coordinator, etc.
· Obtain briefing and special instructions from the Planning Section Chief

· Participate in Planning Meetings, as required

· Establish check-in function at incident locations

· Using the Incident Briefing, prepare and maintain the Incident Situation Display (organization chart and resource allocation and deployment sections)

· Establish contacts with incident facilities to track resource status

· Gather, post, and maintain incident resource status

· Maintain master roster of all resources checked in at the incident

· Prepare Organization Assignment List and Organization Chart 

· Prepare appropriate parts of Assignment Lists 

· Provide status reports to appropriate requesters. 
 

Check-In/Status Recorder

Check-in/Status recorders are needed at each check-in location to ensure that all resources assigned to an incident are accounted for. 

· Obtain work materials, including Check-in Lists, Resource Status Cards, and status display boards. 

· Establish communications with the Communication Center(s). 

· Insure check-in locations can be easily found. 

· Record check-in information on Check-in Lists. 

· Transmit check-in information to Resources Unit on regular, arranged schedule, or as needed. 

· Receive, record, and maintain status information on Resource Status Cards for incident resources. 

· Forward completed Check-in Lists and Status Change Cards to the Resources Unit. 

Documentation Unit Leader:
The Documentation Unit Leader is responsible for maintaining accurate, up-to-date incident files such as: Incident Action Plan, incident reports, communication logs, injury claims, situation status reports, etc. Thorough documentation is critical to post-incident analysis. Some of these documents may originate in other sections.  Incident files will be stored for legal, analytical, and historical purposes. The Documentation Unit also provides duplication and copying services. 

· Obtain briefing and special instructions from Planning Section Chief.

· Participate in Planning Meetings, as required.

· Establish and organize incident files.

· Establish duplication service and respond to requests.

· File copies of all official forms and reports.

· Check on accuracy and completeness of records submitted for files and correct errors or omissions by contacting appropriate ICS units.

· Make copies and provide incident documentation as required.

Demobilization Unit Leader:
The Demobilization Unit Leader is responsible for developing the Incident Demobilization Plan, and assisting Sections/Units in ensuring that orderly, safe, and cost-effective demobilization of personnel and equipment is accomplished. 

· Obtain briefing and special instructions from Planning Section Chief.

· Review incident resource records to determine probable size of demobilization effort.

· Participate in planning meetings, as required.

· Evaluate logistics and transportation capabilities required to support demobilization.

· Prepare and obtain approval of Demobilization Plan, including required decontamination if needed.

· Distribute Demobilization Plan to each processing point.

· Ensure that all Sections/Units understand their responsibilities within the Demobilization Plan.

· Monitor implementation and assist in coordinating the Demobilization Plan.

· Brief Planning Section Chief on progress of demobilization.

· Provide status reports as required.

Technical Specialists:

Technical Specialists are assigned as needed and may function in a wide variety of incident scenarios. Technical Specialists assigned to the Planning Section can report directly to the Planning Section Chief, but may report to any function in an existing unit or may form a separate unit within the Planning Section depending upon the requirements of the incident.    Generally, if the expertise is needed for only a short period of time and normally involves only one individual, that individual should be assigned to the Situation Unit.  If the expertise will be required on a long-term basis and may require several persons, then these individuals will usually be assigned to a separate Technical Specialist Unit in the Planning Section.
Technical Specialists may also serve in other functional areas within the ICS organization, to include the Command Staff.  For example, a Technical Specialist assuming the title of Legal Officer may be assigned directly to the Command Staff to advise the IC on legal matters such as emergency proclamations, legality of evacuation orders, and legal rights and restrictions pertaining to media access.  Technical specialists may also be assigned to the Operations Section to assist with tactical matters or to the Finance/Administration Section to assist with fiscal matters.  

No minimum qualifications are prescribed. Technical Specialists normally perform the same duties during an incident that they perform in their everyday jobs, and they are typically certified in their fields or professions. 
· Technical Specialists are advisors with special skills needed to support the incident.

· Technical Specialists may be assigned anywhere in the ICS organization.  

· If necessary, Technical Specialists may be formed into a separate unit.  

· The Planning Section will maintain a list of available specialists and will assign them where needed.  

sITUATION UNIT - incident ACTION RECORD 

INITIATORS NAME:









                                                                                (print)

ICS POSITION TITLE:










· TIME:



DATE:


______
SHIFT: ___________

(    ACTION TAKEN                     (   ACTION REQUESTED   

· DESCRIBE ACTION TAKEN OR REQUESTED



























































































FORWARDED TO:











ICS POSTION TITLE:










RECEIVED BY:






TIME:

______                                                                                               
	· REQUIRED REVIEW LOG (check required review/notification below)

	COMMAND STAFF
	GENERAL STAFF

	Position
	Initials
	Position – Section Chiefs
	Initials

	· Incident Commander
	
	· Production and Recovery
	

	· Safety Officer
	
	· Logistics 
	

	· Information Officer
	
	· Planning 
	

	· Security Officer
	
	· Finance and Administration
	

	· Liaison Officer
	
	· Other - 
	


(  COMPLETED         ( ENTERED ON STATUS BOARD         TIME:

_____ 

Information Display Processor:







  

Finance & Administration Section Chief 

The Finance and Administration Section Chief is a principle member of the ICS General Staff responsible for providing cost accounting, cost analysis, procurement, contracts management, and management of claims and compensation for any injuries and/or property damage resulting from the emergency or disaster.  

This position is usually staffed when there is a complex emergency or disaster resulting in considerable property damage and/or a projected long-term recovery period.  When the position is staffed, the Finance and Administration Section Chief expands the Section and adds supporting Units as necessary for effective management of these responsibilities.  In some cases when only one function of this Section (i.e. procurement) is needed, a Procurement Unit may be added to the Logistics Section instead of formally establishing the entire Section.

Only one Finance and Administration Section Chief will be assigned for each incident, including multi-jurisdiction incidents operating under a Unified Command.  The Finance and Administration Section Chief may have one or more deputies as necessary and   the deputies may include representatives of outside agencies and jurisdictions.  Figure 6-5 illustrates the expanded organization and layers of supervision and titles that may be established within the Finance and Administration Section of the ICS.













ACTION CHECKLISTS

Finance/Administration Section Chief:

· Establish Emergency Cost Centers and communicate cost accounting procedures to accurately accumulate all costs for response, mitigation and recovery activities related to the incident.

· Communicate as necessary with corporate financial representatives to secure emergency funds required for response, mitigation and recovery activities related to the incident.

· Assemble and staff the Finance and Administration Section as necessary.

· Manage funding and all financial issues related to response, mitigation and recovery.

· Establish system for recording time of personnel, including any overtime hours.

· Provide financial impacts and cost analysis information to corporate financial representatives.

· Determine need for activation of any data recovery and/or relocation contracts.

· Establish a procurement organization to support response and recovery.

· Brief IC/CMT Leader on any potential legal consequences related to the event.

· Constantly analyze financial impacts of the incident and brief IC/CMT Leader.

· Brief the insurance carriers on potential financial impact of the event.

· Gather pertinent information from briefings with responsible agencies.

· Meet with assisting and cooperating agency representatives as needed to determine and validate any reimbursement charges for wages, damage, losses or use of consumables.

· Assemble an organization to manage any compensation and claims issues as required by the nature of the event.

· Ensure that all time records are maintained and this information is forwarded to the management of any assisting and supporting agencies, as required.

Post-incident

· Attend CMT debriefing.

· Debrief team and obtain comments on strengths and weaknesses of existing plans/procedures.

· Obtain signed witness statements regarding all claims as soon as possible. 

· Ensure photographs relative to claims are taken and retained.

· Ensure appropriate legal documentation of the incident is maintained.

· Support and provide information for incident investigation process as necessary.

· Coordinate with insurers and loss assessors and prepare insurance claims submissions

· Sign off obligations on all service related contracts.

· Ensure all costs are posted in the appropriate Emergency Cost Center.

· Brief team regarding ongoing and follow-up activities and actions.

· Review need for new or additional technologies.

· Update call directories as necessary. 

· Complete assigned actions for any changes to existing plans/procedures.

· Ensure that lessons learned are documented and shared.

· Time Unit Leader:
The Time Unit works under the direction of the Finance/Administration Section Chief and is responsible for ensuring proper daily recording of personnel time, in accordance with the company policies.    

If applicable, personnel time records will be collected and processed for each operational period.  The unit leader may require the assistance of personnel familiar with the relevant policies of any affected agencies.  These records must be verified, checked for accuracy, and posted according to existing policies.  Excess hours worked must also be determined, for which separate logs must be maintained.

· Determine incident requirements for time recording function.

· Contact appropriate outside agency personnel/representatives.

· Ensure that daily personnel time-recording documents are prepared and in compliance with agency(s) policy.

· Maintain separate logs for overtime hours.

· Submit cost estimate data forms to Cost Unit as required.

· Maintain security of all time records.

· Ensure that all records are current and complete prior to demobilization.

· Release time reports from assisting agency personnel to the respective Agency Representatives prior to demobilization.

· Brief Finance/Administration Section Chief on current problems and recommendations, outstanding issues, and follow-up requirements.

Equipment Time Recorder 
Under supervision of the Time Unit Leader, the Equipment Time Recorder is responsible for overseeing the recording of time for all equipment assigned to an incident. 

· Set up Equipment Time Recorder function in location designated by Time Unit Leader.

· Advise Ground Support Unit, Facilities Unit, and Air Support Group of the requirement to establish and maintain a file for maintaining a daily record of equipment time.

· Assist units in establishing a system for collecting equipment time reports. 

· Prepare a use and summary invoice for equipment (as required) within 12 hours after equipment arrival at incident.

· Submit data to Time Unit Leader for cost effectiveness analysis.

· Maintain current posting on all charges or credits for fuel, parts, and services.

· Verify all time data and deductions with owner/operator of equipment.

· Complete all forms according to agency specifications.

· Close out forms prior to demobilization.

· Distribute copies per agency and incident policy. 

Personnel Time Recorder:

Under supervision of the Time Unit Leader, the Personnel Time Recorder is responsible for overseeing the recording of time for all personnel assigned to an incident. 

· Establish and maintain a file for employee time reports within the first operational period.

· Initiate, gather, or update a time report from all applicable personnel assigned to the incident for each operational period.

· Ensure that all employee identification information is verified to be correct on the time report.

· Post personnel travel and work hours, transfers, promotions, specific pay provisions and terminations to personnel time documents.

· Ensure that time reports are signed.

· Close out time documents prior to personnel leaving the incident.

· Distribute all time documents according to agency policy.

· Maintain a log of excessive hours worked and give to Time Unit Leader daily.

· Procurement Unit Leader: 

The Procurement Unit Leader works under the direction of the Finance and Administration Section Chief and is responsible for administering all financial matters pertaining to purchases and to vendor/supplier contracts, leases, and fiscal agreements for equipment and services.  This position processes all purchase orders and coordinates with local vendors and suppliers for purchase and rental of necessary equipment and supplies.

Note that the Supply Unit Leader in the Logistics Section will usually be responsible for writing purchase orders and will work closely with the Procurement Unit Leader to obtain necessary supplies, equipment and contracted services in a timely manner.  The Procurement Unit will also work closely with the Cost Unit Leader to assist in keeping track of purchase and contract costs.

· Review incident needs and any special procedures with Unit Leaders, as needed.

· Obtain Incident Procurement Plan.

· Prepare and authorize contracts and land use agreements.

· Draft memoranda of understanding / hold harmless documentation.

· Establish contracts and agreements with supply vendors.

· Provide for coordination between the Ordering Manager, agency dispatch, and all other procurement organizations supporting the incident.

· Ensure that a system is in place, which meets agency property management requirements. Ensure proper accounting for all new property.

· Interpret contracts and agreements; resolve disputes within delegated authority.

· Coordinate with Compensation/Claims Unit for processing claims.

· Coordinate use of impress funds as required.

· Complete final processing of contracts and send documents for payment.

· Coordinate cost data in contracts with Cost Unit Leader.

· Brief Finance/Administration Section Chief on current problems and recommendations, outstanding issues, and follow-up requirements.

· Compensation/Claims Unit Leader:
The Compensation/Claims Unit Leader works under the direction of the Finance/Administration Section Chief and is responsible for investigating and processing claims and compensation for all reports of injury and property damage.  This position is responsible for investigating and maintaining files on all reports of incident related property damage and on any incident related injuries or illnesses sustained by persons who are not employees of the company.  This position will ensure that all claims are appropriately processed and that all witness statements are obtained in writing.  Since the Safety Officer may also perform similar tasks related to employees and site emergency responders, close coordination between the Safety Officer and Compensation/Claims Unit is important.  The individual handling injury compensation also may work closely with assisting agencies or contractors to ensure that all forms required by workers’ compensation programs are completed.  

· Establish contact with incident Safety Officer and Liaison Officer 

· Establish toll free number for persons outside the plant to report injuries, illness or property damage related to the event.  Coordinate with the Information Officer to get this information to the general public through the media.

· Review call reports and determine the need for Injury and Claims Specialists and order personnel as needed.

· Review Incident Medical Plan.

· Review procedures for handling claims with Procurement Unit and Legal Adviser

· Periodically review logs and forms produced by Compensation/Claims Specialists to ensure compliance with company requirements and policies.

· Ensure that all Injury and Property Damage Claims logs, forms, investigative reports, statements, pictures, etc are collected, filed and maintained.

· Prepare for post-incident investigation process.

Compensation For Injury Specialist 

Under the supervision of the Compensation/Claims Unit Leader, the Compensation Injury Specialist is responsible for administering financial matters resulting from serious injuries, illness and fatalities occurring as a result of the emergency or disaster. Close coordination is required with the Safety Officer, Legal Advisers and with representatives of any contractors and/or assisting and cooperating agencies. 

· Coordinate Compensation for Injury operations with those of the Safety Officer when possible.

· Establish procedure for prompt notification of all reports of injuries, illness or fatalities resulting from the incident.

· Obtain copy of Incident Medical Plan.

· Authorize medical treatment when appropriate for persons who are not employees of the company.

· Ensure that medical and compensation forms required by contractors and assisting agencies are used and properly completed.

· Provide billing information for non-employees transported to a doctor and/or hospital.

· Remain informed and report on the status of non-employees who are hospitalized. 

· Obtain witness statements from Safety Officer and/or Medical Unit and review for completeness.

· Maintain log of all non-employee injuries occurring as a result of the incident.

· Coordinate/handle all administrative paper work for non-employee injuries, illnesses or fatalities including pictures, investigative reports and witness statements.

· Prior to demobilization, coordinate with assisting agencies or contractors as necessary to establish responsibility for any of their personnel that may remain in local hospitals. 

Property Damage Claims Specialist 

Under the supervision of the Compensation/Claims Unit Leader the Property Damage Claims Specialist is responsible for managing the investigation and processing of all reported incident related claims of property damage sustained by assisting agencies, contractors, and private property owners. Develop and maintain a log of actual and potential claims for property damage.

· Coordinate with investigation team as necessary to initiate investigation on all claims of property damage.

· Obtain witness statements pertaining to claims other than personnel injury.

· Maintain log, complete investigation reports and secure pictures and witness statements related to reported property damage resulting from the incident.

· Document the current status on any incomplete investigations.

· Document follow-up action needs by local agency.

· Keep the Compensation/Claims Unit Leader advised on nature and status of all existing and potential claims.

· Ensure the use of correct insurance forms, etc. 

Legal Adviser: 

· Provide legal advise to the Section Chief and the Compensation and Claims Unit Leader to address and resolve legal responsibilities, obligations, and concerns related to all reported properly damage, injuries and illness related to the incident.

· Maintain communications and coordinate with Formosa Plastics corporate legal advisers as necessary to address and resolve legal responsibilities, obligations, and concerns related to property loss, injuries and illness related to the incident.

· Provide legal advice and information as necessary for support of the Section Chief and the Procurement Unit to prepare “hold harmless” contract language as required for managing outside contractors and contracts.

· Provide support in resolving other legal matters as required for effective management of the consequences of the emergency or disaster.

Cost Unit Leader:

The Cost Unit Leader works under the direction of the Finance and Administration Section Chief and is responsible for establishing an Emergency Cost Center and cost accounting procedures to capture all cost related to the response and consequences of the incident.  The Cost Unit Leader will gather cost related information, perform a financial impacts analysis and prepare a preliminary report outlining the estimated costs and financial impacts of the disaster.  This report will include but not be limited to an estimate of the cost and financial impacts related to emergency response, property losses, production losses, claims and compensation losses, and recovery.  

The Cost Unit Leader will work closely with Logistics, Planning, and the Production and Recovery Sections to establish cost estimates for equipment, services, contracts, manpower, etc. that may be required to support ongoing emergency response and recovery operations. 

· Coordinate with all parties regarding cost accounting and reporting procedures.

· Collect and record all cost data.

· Develop incident cost summaries and an initial financial impacts report.

· Prepare resource-use cost estimates for ongoing operations and planned recovery.

· Make cost-saving recommendations to the Finance/Administration Section Chief.

· Gather documentation and complete all records prior to demobilization.  

1. EMERGENCY RESPONSE TEAM

	Name
	5 Department
	Job Title
	Home Phone 
	Cell 
	 Shift

	SAFETY DEPARTMENT – ERT MANAGEMENT

	Bill Turnage
	Emergency Response
	Emergency Response Coordinator
	225-294-6833
	504-432-6277
	

	Mike Shephard
	Safety
	Safety Superintendent
	985-641-0662
	985-228-0200
	

	Mike Vinsanau
	Safety
	Safety Supervisor
	504-277-6435
	504-432-6261
	

	Richard Neyland
	Safety
	Safety Supervisor
	985-878-8670
	504-377-7828
	

	
	
	
	
	
	

	
	
	
	
	
	

	EMERGENCY RESPONSE TEAM LEADERS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	EMERGENCY RESPONSE TEAM MEMBERS

	Adolph, Jerry
	Operations
	Shift Supervisor
	504-218-4024
	504-554-9294
	

	Alphonso, Warren 
	Operations
	
	
	504-884-2715
	

	Anderson, Derek
	Maintenance
	
	504-304-3767
	504-460-7652
	

	Boyer, Gary
	Operations
	
	
	504-258-8618
	

	Brown, Joel
	Operations
	
	504-328-0629
	504-957-1288
	

	Brunet, Bryan                           
	Operations
	
	985-863-1426
	504-554-0956
	

	Brunet, Terrell
	Operations
	
	
	504-231-3838
	

	Calato, Sal
	Operations
	
	985-796-5459
	504-912-1441
	

	Calegan, Mark
	Operations
	Shift Supervisor
	985-674-5143
	601-590-1195
	

	Cargo, Donald
	Operations
	
	
	504-312-2924
	

	Carreras, Ray                     
	Maintenance
	Maint Supervisor
	225-294-6388
	504-234-4027
	

	Cassagne, Bryan
	Operations
	
	601-798-2022
	
	

	Cavalier, Greg 
	Inspections
	
	985-641-3326
	504-202-0727
	

	Chaplain, Steve                 
	Maintenance
	
	504-737-5602
	504-460-3783
	

	Darby, Harry
	Maintenance
	
	985-639-1636
	504-289-3384
	

	Diaz, Keith
	Operations
	
	504-271-7145
	504-439-2025
	

	Duet, Cliff 
	Operations
	
	
	504-329-4253
	

	Garcia, Mark
	Operations
	
	985-386-2229
	985-969-7009
	

	Gardner, Brian           
	Maintenance
	Maint Supervisor
	
	504-491-9736
	

	Gettys, Charles
	Operations
	
	504-352-0889
	504-491-1335
	

	Gioe, Frankie
	Maintenance
	Maint Supervisor
	
	504-220-8613
	

	Glaeser, Donny
	Operations
	
	504-278-0783
	504-220-2567
	

	Hastings, Wesley
	Operations
	
	
	504-239-3296
	

	
	
	
	
	
	


	Name
	6 Department
	Job Title
	Home Phone 
	Cell 
	 Shift

	EMERGENCY RESPONSE TEAM MEMBERS

	Hughes, Leary
	Operations
	
	
	504-439-5615
	

	Hutcherson, Greg
	Operations
	
	
	504-669-7878
	

	Ibarra, Javier
	Operations
	Shift Supervisor
	504-779-6483
	504-289-7044
	

	Jacobs, Kelly
	Operations
	
	
	504-390-8357
	

	Jeanfreau, Larry
	Operations
	
	504-279-7313
	504-952-3724
	

	Johnson, David
	Maintenance
	
	
	504-577-1076
	

	Kamm, Jimmy
	Maintenance
	
	504-682-3800
	504-239-6850
	

	Kelly, Joseph
	Operations
	
	504-301-0657
	504-258-2776
	

	Kennedy, Kevin
	Operations
	
	985-649-5932
	985-960-7655
	

	Lambert, Ricky
	Operations
	
	
	504-452-8668
	

	Lay, Robert               
	Operations
	
	504-682-2455
	504-432-8776
	

	Levy, David 
	Operations
	
	985-649-4470
	985-707-5046
	

	Lipari, Ricky
	Operations
	Shift Supervisor
	
	504-214-0886
	

	Messina, Chad
	Operations
	
	
	504-237-2469
	

	Molinary, Gene
	Operations
	
	
	504-415-6682
	

	Monk, Darrall 
	Maintenance
	
	
	504-920-4664
	

	Moreau, Herman
	Maintenance
	
	504-443-9967
	504-430-1452
	

	Newman, Larry
	Operations
	Shift Supervisor
	985-246-6939
	504-875-1031
	

	Parris, Robert
	Operations
	Shift Supervisor
	601-798-9228
	985-285-1971
	

	Paulino, Mario 
	Operations
	
	
	860-230-4588
	

	Pena, Mickey                       
	Operations
	Shift Supervisor
	985-674-2799
	504-250-3332
	

	Pierce, Brett 
	Operations
	
	985-661-8306
	504-382-0304
	

	Pohlmann, Tony 
	Operations
	
	
	504-450-6932
	

	Ponthier, Kerry       
	Maintenance
	Maint Supervisor
	
	504-258-1679
	

	Rhodes, Shane
	Operations
	
	
	504-250-8294
	

	Robin, Keith                 
	Operations
	
	
	504-913-3340
	

	Rogers, Derek
	Maintenance
	
	
	504-512-8977
	

	Rogers, Ryan                           
	Operations
	
	
	504-931-6777
	

	Roy, Brian
	Operations
	Shift Supervisor
	985-327-8131
	
	

	Santiago, Wilfred 
	Operations
	
	
	504-289-5374
	

	Schaff, Charlie
	Operations
	Shift Supervisor
	985-781-9036
	504-228-5799
	

	Schenck, Joe
	Operations
	
	985-726-9354
	
	

	Schmidt, Carl
	Operations
	
	225-294-3926
	504-453-2382
	

	Schubert, RJ
	Operations
	Shift Supervisor
	504-277-3769
	504-232-4909
	

	Shumaker, Jerry 
	Maintenance
	
	601-749-9261
	
	

	Simpson, Steven
	Operations
	
	504-682-0753
	504-810-6632
	

	Smith, Vincent                                
	Operations
	
	
	504-939-8481
	

	Starr, Jimmy 
	Maintenance
	
	
	504-234-4028
	

	Stogner, Joe 
	Maintenance
	
	985-710-3648
	504-250-7145
	

	Stone, Tommy 
	Operations
	
	
	504-628-6423
	

	Tate, James 
	Operations
	
	504-361-8334
	504-343-1593
	

	Terminie, Terry
	Maintenance
	
	504-682-8739
	
	

	Tolar, Jason
	Operations
	Shift Supervisor
	601-749-8137
	703-973-5717
	

	Glenn Triche
	Operations
	
	985-646-0105
	504-453-5314
	

	
	
	
	
	
	

	
	
	
	
	
	


	Name
	7 Department
	Job Title
	Home Phone 
	Pager or Cell 
	 Shift

	EMERGENCY RESPONSE TEAM MEMBERS

	Turnage, Brock
	Operations
	
	
	504-669-9660
	

	Turner, Harry
	Operations
	Shift Supervisor
	504-472-5595
	504-583-5967
	

	Ward, Donald
	Maintenance
	
	504-443-3404
	504-236-3986
	

	White, Kenneth 
	Operations
	
	504-349-9267
	
	

	Whitney, Bill
	Central Files
	
	504-512-3415
	504-220-3380
	

	Wild, Troy
	Operations
	
	985-845-4669
	985-807-8394
	

	Willheit, Randy
	Operations
	
	504-279-5622
	504-554-0505
	

	Young, Reginald
	Operations
	
	504-371-4230
	504-952-8058
	

	Ziegler, Frank
	Maintenance
	Maint Supervisor
	985-892-6402
	504-234-4025
	

	Zimmer, George
	Operations
	
	
	504-583-1703
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


CRISIS MANAGEMENT TEAM

	ICS POSITION TITLE
	Name
	8 ASSIGNMENT
	CONTACT Numbers

	INCIDENT COMMANDER

(CMT LEADER)

2. 
	Lynn Bourgeois
	Primary


	Cell:    504-235-1554

Home: 225-673-3607

Office: 504-278-5355

	
	David Mendrek
	Back-Up 
	Cell:    504-432-6275

Home: 504-897-0285

Office: 504-278-5238

	INFORMATION OFFICER


	Carl Zornes
	Primary


	Cell:    504-432-6272

Home: 985-370-1824

Office: 504-278-5229

	
	Denise O’Connor


	Back-Up
	Cell:    504-655-3678

Home: 504-888-0393

Office: 504-278-5347

	LIAISON OFFICER
	Kent Veron


	Primary


	Cell:    225-773-7127

Home: 504-265-0648

Office: 504-278-5777

	
	Matt Dobbins
	Back-Up 
	

	SAFETY OFFICER


	Mike Shephard
	Primary
	Cell:    985-228-0200

Home: 985-641-0662

Office: 504-278-5277

	
	Doug Frueh


	Back-Up


	Cell:    504-432-4596

Home: 985-863-6110

Office: 504-278-5316

	SECURITY OFFICER
	Joseph Haines


	Primary


	Cell:    504-491-6747

Home: 504-218-4246

Office: 504-278-5263

	
	Ricky  Pitcher
	Back-Up 
	Cell:    504-920-5850

Home: 

Office: 504-348-3098

	OPERATIONS 

SECTION CHIEF


	Dave Mendrek
	Primary
	Cell:    504-432-6277

Home: 225-294-6833

Office: 504-278-5285

	
	John Nagy
	Back-Up 
	Cell:    504-330-0997

Home: 

Office: 504-278-5764


CRISIS MANAGAMENT TEAM (continued)

	ICS POSITION TITLE
	Name
	ASSIGNMENT
	Phone Numbers

	PRODUCTION AND RECOVERY

SECTION CHIEF


	Jerry Howell
	Primary


	Cell:    504-250-2242

Home: 

Office: 504-278-5792

	
	David Jones
	Back-Up 
	

	PLANNING 

SECTION CHIEF


	Jerry Howell
	Primary


	Cell:    504-250-2242

Home: 

Office: 504-278-5792

	
	Tom Johnston
	Back-Up 
	

	LOGISTICS

SECTION CHIEF


	Dave Noorani


	Primary


	Cell:    504-232-0601

Home: 

Office: 504-278-5790

	
	Bobby Landry
	Back-Up 
	Cell:    504-234-4125

Home: 

Office: 504-278-5235

	FINANCE

ADMINISTRATION

SECTION CHIEF


	Bratley Cooper


	Primary


	Cell:    504-259-3918

Home: 504-259-3918

Office: 504-278-5303

	
	Paul Hebert
	Back-Up 
	Cell:    504-957-8725

Home: 504-837-5427

Office: 504-278-5783

	ON-SCENE 

INCIDENT

COMMANDERS

(SHIFT SUPERVISORS)
	
	A - Shift


	Cell:

Home: 

Office:

	
	
	B - Shift 
	Cell:

Home: 

Office:

	
	
	C - Shift


	Cell:

Home: 

Office:

	
	
	D - Shift 
	Cell:

Home: 

Office:


CMT SUPPORT PERSONNEL

Production and Recovery Section
	function
	Name
	9 EOC SUPPORT
	10 pnone #s

	UTILITIES
	Dale Douglas
	Primary
	Cell:

Home: 

Office:

	
	Steve Acosta
	Back-Up
	Cell:

Home: 

Office:

	EAST PLANT
	Charles Schaub
	Primary
	Cell:

Home: 

Office:

	
	Mark Binder
	Back-Up
	Cell:

Home: 

Office:

	WEST PLANT
	Dale Douglas
	Primary
	Cell:

Home: 

Office:

	
	Steve Acosta
	Back-Up
	Cell:

Home: 

Office:

	OIL

MOVEMENTS

& BLENDING
	Bill Gereighty
	Primary
	Cell:

Home: 

Office:

	
	Frank Mumphrey
	Back-Up
	Cell:

Home: 

Office:


CMT SUPPORT PERSONNEL

Planning Section

	FUNCTION
	NAME
	JOB TITLE
	PHONE #s

	RESOURCE

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:

	SITUATION

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:

	DEMOBILIZATION

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:

	DOCUMENTATION

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:


CMT SUPPORT PERSONNEL

      Finance and Administration Section

	FUNCTION
	NAME
	JOB TITLE
	PHONE #s

	TIME

UNIT
	
	· Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:

	PROCUREMENT

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:

	COMPENSATION

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:

	COST

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:


CMT SUPPORT PERSONNEL

      Logistics Section

	FUNCTION
	NAME
	ASSIGNMENT
	PHONE #s

	COMMUNICATIONS

UNIT
	Emile Diodene
	Primary
	Cell:

Home: 

Office:

	
	Kevin Gray
	Back-Up
	Cell:

Home: 

Office:

	MEDICAL

UNIT
	Richard Neyland
	Primary
	Cell:

Home: 

Office:

	
	Keith Robin
	Back-Up
	Cell:

Home: 

Office:

	FOOD

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:

	SUPPLIES

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:

	FACILITIES

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:

	GROUND SUPPORT

UNIT
	
	Primary
	Cell:

Home: 

Office:

	
	
	Back-Up
	Cell:

Home: 

Office:


3. CORPORATE HEADQUARTERS CONTACTS

	EXECUTIVE CMT

POSITION TITLE
	Name
	11 ASSIGNMENT
	Phone Numbers

	4. response coordinator 
	Bill Glasscock
	Primary
	Cell: 870-814-5929

Home: 870-864-0374

Office:870-864-6587

	
	Ernie Cagle
	Back-Up
	Cell:870-310-9631

Home: 870-862-2458

Office:870-864-6426

	RISK MANAGER

INSURANCE


	Lewis Strate
	Primary
	Cell:870-814-6408

Home: 501-733-8362

Office:870-864-6408

	
	Brittney McVay
	Back-Up
	Cell: 870-814-4851

Home: 870-639-3517

Office: 870-864-6366

	SAFETY SUPERVISOR
	Mark Shalkowski
	Primary
	Cell:870-918-2268

Home: 870-862-7097

Office:870-864-6518

	
	Harry Lewis
	Back-Up
	Cell:870-918-1564

Home: 870-918-5064

Office:870-864-6520

	ATTORNEY
	James Baine
	Primary
	Cell:870-814-1892

Home: 870-862-6272

Office:870-864-6485

	
	Greg Smith
	Back-Up
	Cell: 870-918-2432

Home: 80-862-5310

Office: 870-864-6483

	CONSULTING TOXICOLOGIST
	CTEH
	Primary
	24 Hour: 877-468-2139



	NRDA/ENVIRONMENTAL CONSULTANT


	
	Primary
	Cell:

Home: 

Office:

	CORPORATE EOC PHONE NUMBERS
	870-864-6329

870-864-8031

870-864-6252

870-864-6298

	CORPORATE EOC FAX NUMBERS
	870-864-6361

870-864-6373


EXTERNAL EMERGENCY CONTACTS

	MEDICAL EMERGENCIES – DIAL 911

	2.0 DIRECT CONTACTS
	12 PHONE

	3.0 HOSPITALS
	13 

	Louisiana State University Medical Center – Level 1 Trauma Center
	504-903-3007

	
	

	East Jefferson General Hospital 
	504-737-0293

	Baton Rouge General Medical Center – Regional Burn Center
	225-387-7716

	4.0 PYSICIANS
	

	David Reiss
	504-733-5885

	Mike Wheelis
	601-446-2109

	5.0 GROUND AMBULANCE SERVICES
	

	Acadian Ambulance Service 
	504-366-0500

	
	

	AIR AMBULANCE SERVICES
	

	Ochsner Flight Care
	800-624-7637

	
	


	FIRE EMERGENCIES – DIAL 911

	6.0 DIRECT CONTACTS
	14 PHONE

	St. Bernard Parish Fire Department
	504-278-4275

	
	

	Williams Fire and Hazard Control (24 hour emergency contact)
	800-231-4613

	Ansul Foam (24 hour contact)
	800- 862-6785

	National Foam (24 hour contact)
	610-363-1400


	LAW ENFORCEMENT – FACILITY SECURITY

	7.0 DIRECT CONTACTS
	15 PHONE

	St. Bernard Sheriff Department
	504-271-2501

	TES  Security
	504-348-3098

	Louisiana State Police
	504-925-6595

	
	

	
	

	
	

	
	

	HAZMAT RELEASE – OIL SPILL EMERGENCIES

	8.0 CONTACT
	16 PHONE

	Oil Mop
	504-912-6521

	U. S. Environmental
	504-279-9930

	O’Brien
	985-781-0804

	
	

	
	

	
	

	
	


	GOVERNMENT AGENCIES CONTACTS

	9.0 LOCAL AND STATE AGENCIES
	17 PHONE

	St. Bernard Office of Homeland Security and Emergency Preparedness
	504-278-4267

	Louisiana Department of Environmental Quality 24-hour Hotline 
	225-342-1234

	LA Dept. of Wildlife and Fisheries - 24-hour HAZMAT Hotline 
	877-925-6595

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	10.0 FEDERAL AGENCIES
	18 PHONE

	National Response Center
	800-424-8802

	U.S. Coast Guard – 24-hour Command Center
	504-589-6225

	EPA Regional Office
	504-278-4268

	OSHA Region Six Office – Dallas Texas
	972-850-4145

	Bureau of Alcohol, Tobacco and Firearms (ATF) – Local Office  
	504-589-7113

	Federal Bureau of Investigation (FBI) – Local Office
	504-816-3000

	
	

	
	

	National Weather Service 
	


	VENDORS – EQUIPMENT – SUPPLIES – EMERGENCY SERVICES

	11.0 CONTACT
	19 PHONE

	PetroSafe Technologies, Inc.
	1-866-642-8318

	Williams Fire and Hazard Control - 24-HOUR EMERGENCY
                                                                     Toll Free Non-Emergency
	1-409-727-2347

1-800-231-4613

	
	

	Ansul Foam Headquarters
	800- 862-6785

	Buckeye Foam
	877- 391-3626

	National Foam – Kidde Fire Fighting – Red Alert
	610-363-1400

	Southland Fire and Safety
	225-621-3473


8.1 CORPORATE  REPORTING
· The following guidelines will be used for the notification and investigation of a complex emergency event occurring at Meraux facility:

1. Within 1 hour of the activation of the EOC at the Meraux facility, the IC/CMT Leader will contact the Executive CMT Leader (the Senior Executive at Murphy Oil USA headquarters) to report the event and provide details of the circumstances, conditions and immediate critical needs for corporate level support.  The CMT Leader will provide updated reports at a frequency agreed upon with the Executive CMT Leader.

2. Within 3 hours of the activation of the EOC at the impacted facility, pre-assigned CMT members will contact designated Executive CMT members by phone or will send information by fax providing a brief report.  The report should include information outlined in paragraph 3 of this section.  Following the initial report, additional follow-up reports will be provided at a frequency of about one per hour or as agreed upon with the Executive Team counterpart.  (See Section 7.4 for the Corporate Contact Listing)

	meraux CMT – ICS Positions
	
	Executive CMT Positions

	Incident Commander
	briefs the 
	

	Information Officer
	briefs the
	

	Safety Officer
	briefs the
	

	Security Officer
	briefs the
	

	Production and Recovery Section Chief
	briefs the
	

	Logistics Section Chief
	briefs the
	

	Planning Section Chief
	briefs the
	

	Finance and Administration Section Chief
	briefs the
	


Figure 8-1

9 Executive CMT Reporting Requirements
3. Reports provided to the Executive CMT members by the each of the ICS Command and General staff positions at the Meraux facility should include the following information as a minimum:

Safety Officer 

· Safety of employees, emergency response personnel, the public and the environment.

· Support requirements for ESS&H/Security concerns.

· Legal council requirements.

· Identity of seriously injured/deceased and any family/next of kin concerns.

· Critical incident stress management and counseling services (employees & families).

· Accident/incident investigation and witness statements.

· Safety plan/criteria for start-up of impacted and shut down operations.

· Safety consultants or specialists support requirements.

· Information Officer 

· Media briefing room has been established and media room coordinator is assigned.

· Key personnel reminded there should be no speculation or “off the record” statements.

· Media credentials checked and media escorted to media briefing location.

· Media kit distributed.

· Arrangements made for videotaping all media briefings.

· Media briefing schedule established, announced, and posted.

· Arrangements made for media photograph and video opportunities when appropriate.
Security Officer 

· Support from local, state and federal law enforcement agencies.

· Security of incident scene, facilities, site property, trade secrets, and employees.

· Security plans for ongoing and recovery operations.    

· Security consultants or specialists support requirements.

Production and Recovery Section Chief 

· Safety and accountability of personnel.

· Status of emergency response/mitigation activities.

· Preliminary assessment of the impact and damage.

· Status of ongoing/in-service production and services.

· Activation of business continuity and recovery plans.

· Support requirements for production, planning, and recovery activities. 

· Conditional requirements established for testing, performance and safety that must be achieved before start-up of production units or processes damaged or shut down as a result of the incident.

Logistics Section Chief 

· Support requirements for resources, equipment, services and other logistics needs.

Planning Section Chief 

· Safety and accountability of personnel.

· Situation and status of emergency response/mitigation activities.

· Support requirements for emergency response activities.

· Current DMR Team organizational structure and position assignments.

· Current response/mitigation action plan, priorities and status.

Finance and Administration Section Chief 

· Preliminary analysis of the financial impacts and the impact to customer orders and suppliers resulting from the incident.

· Emergency cost centers and cost accounting guidelines.

· Time accounting (including overtime) guidelines and processes.

· Preliminary analysis of immediate emergency funding allocations required.

· Activation of any data recovery and relocation contracts, if this is a factor.

· Status of processing reported claims for injury or property damage, including witness statements, pictures, etc.

· Support needs for meeting the financial, procurement, and claims requirements for ongoing incident management and recovery and/or reconstruction activities.

· Preliminary analysis of business interruption in relation to product inventories, product order commitments, shipments and deliveries.

· Preliminary analysis on the impact to major suppliers of supporting commodities, equipment and material. 

· Impacts on physical capabilities for warehousing, inventory or shipping and delivery. 

· Support needs for meeting immediate warehousing, shipping and delivery requirements.

8.2 REGULATORY REPORTING

Reporting requirements and the contact numbers for government and public agencies are listed below:

	OIL AND CHEMCIAL RELEASES – FIRE - EXPLOSION

	REPORT INCIDENT TO
	WHEN TO REPORT
	PHONE

	National Response Center
	As soon as possible within the first hour of the emergency and within a reasonable period of time after taking prompt measures to determine the nature, quantity, and potential offsite impact of a release.
	800-424-8802

	Louisiana State Police
	As soon as possible within the first hour of the emergency and within a reasonable period of time after taking prompt measures to determine the nature, quantity, and potential offsite impact of a release.
	877-925-6595

or

225-925-6595



	· INJURIES/FATALITIES

	REPORT INCIDENT TO
	WHEN TO REPORT
	PHONE

	· OSHA – Baton Rouge Local Region Six Office or to OSHA Office by using the 800 number
	· Within eight (8) hours after the death of any employee from a work-related incident or the in-patient hospitalization of three or more employees as a result of a work-related incident.
	225-298-5458

or

· 800-321-6742

	· OSHA – Dallas Main Region Six Office
	· 
	· (214) 767-4731


	· AIR AND WATER QUALITY PERMIT VIOLATIONS

	REPORT INCIDENT TO
	WHEN TO REPORT
	PHONE

	· Louisiana Department of  Environmental Quality   24-hour Hotline
	· 
	· 225-342-1234

	· Louisiana Department of Environmental Quality – New Orleans Office
	· 
	· 504-736-7701

	· EPA – Emergency Hot Line
	· 
	· 866-372-7745


· 
“211” EMERGENCY NOTIFICATION

INCOMING MESSAGE

	NATURE OF INCIDENT:


	     Fire                         Spill                 Other

     Injury                      Vapor Release



	LOCATION/SPECIFICS OF INCIDENT
	

	ROUTE TO
	
Shift Foremen
              ER Coordinator

         Safety Officer              All 



	CALLER

INFORMATION
	Name:        



	
	Company:



	
	Phone 1:


	Phone 2:



	RECEIVED BY:
	DATE:
	TIME:




1. THE PLANNING PROCESS

Developing the Incident Action Plan (IAP) 

Every incident response requires a plan of action to insure the safety of response personnel and to maximize the use of available resources.  A good plan will avoid unsafe and unrealistic strategies and tactics and will provide all incident supervisory personnel with a plan and direction for resource allocations and future actions. The IAP for the initial response will typically be an informal mental plan that evolves into a formal written plan for ongoing and extended emergency response operations. 

Mental Incident Action Plans 

1. For minor to serious industrial incidents of short duration, the IAP will often be an informal mental plan developed jointly by the On-Scene Incident Commander (OSIC), the Operations Section Chief and other on-duty ERT Leaders in size-up (evaluation/assessment) process of the initial response.  The Operations Section Chief and other on-duty ERT Leaders will communicate this initial action plan to emergency responders in a verbal briefing.  Any special safety concerns will be highlighted in this briefing.  

1. Written Incident Action Plans 

2. The decision to prepare a written IAP is made by the OSIC or the IC, if the EOC is activated.  However, it is not always possible or even necessary to have a written plan, even when the event is complex. 

When using the ICS, an Incident Briefing Form (201), a Site Safety and Control Plan Form (208) and/or another form developed in-house is sometimes used for a written action plan in response to smaller industrial incidents.  The purpose is to record the initial plan of action, to record safety concerns and to list assigned and available resources. As an incident grows in complexity and/or size, the ICS provides a process (and special forms) for developing a written IAP. 

1. It is important to consider developing a written IAP whenever: 

1. Urgent initial action is not required

2. Two or more jurisdictions are involved 

3. The incident will transition into multiple operational periods  

4. Personnel changes (shift changes) are expected or needed

5. The ICS organization is expanded to include the CMT

6. A number of organizational elements have been activated 

7. It is required by the policy of a jurisdictional authority

3. In the initial response to small industrial emergencies, the OSIC in cooperation with the Operations Section Chief and other on-duty ERT Leaders is responsible for developing the IAP.  The OSIC has primary responsibility for determining the initial strategic objectives and priorities.  The Operations Section Chief and other on-duty ERT Leaders have primary responsibility for determining the tactical objectives and for making resource assignments for completing tactical operations at the emergency scene.  

4. The format of the initial IAP is a usually a well-prepared outline or a checklist used in providing an oral briefing.  When there is no formal written action plan, the sequence of steps for a briefing by the IC and/or the Operations Section Chief include: 

• Strategic incident objective(s) 

• Tactical operations necessary to achieve the established strategic objectives

• Resource and task assignments necessary to support the tactical operational objectives 

The ICS Form 201, Incident Briefing, or a similar in-house form can provide the IC with a useful tool for preparing this incident briefing.
 In response to larger and more complex incidents, the ICS organization may be expanded to include the Crisis Management Team and formal activation of the EOC.  As part of the overall planning process, the CMT members pre-assigned to the ICS Command and General Staff positions are responsible for contributing to the process and providing the information required to develop a written IAP as directed by the IC.  The Planning Section Chief is responsible for producing the formal written IAP for each operational period.

1. Understanding the Situation 

5. The initial IAP will often includes the use of a form (ICS 201, 208 or an in-house form) by the OSIC for gathering, recording, analyzing, and displaying the initial response situation and resource information in a manner that will ensure: 

2. A clear picture of the magnitude, complexity, and potential impact of the incident; 

3. The ability to determine the resources required to develop and implement an effective IAP

6. For larger incidents that include an expanded ICS structure and activation of the CMT and the EOC, the Planning Section will establish a chronological listing and display of actions, events and outcomes in the EOC to provide a clear picture and understanding of the overall response activities.  In general, understanding the situation requires answers to the following questions: 

1. What has happened?

2. Can the response organization safely contain, control and mitigate the event? 

3. What objectives have been assigned? 

4. What progress has been made? 

5. What objectives remain unassigned? 

6. How good is the current plan?

7. What is the incident growth potential? 

8. What is the present and future resource and organizational capability? 

The information gathered in the planning phase should provide the following: 

2. Current information that accurately describes the incident situation and resource status 

3. Predictions of the probable course of events 

4. Alternative strategies to attain critical incident objectives 

5. An accurate, realistic, IAP for the next operational period 

Establishing Strategic Objectives

7. In the industrial setting, strategies are the broad goals or objectives to be achieved in response to the emergency conditions.  When resources of the proper kind and type are readily available, a variety of potential strategies may be considered.  However, when resources are limited, incident response activities must be prioritized, thus limiting potential response strategies. 

8. Strategic priorities and objectives must conform to the legal obligations of the Company as well as other affected agencies and jurisdictional authorities.  Reasonable alternative strategies that will accomplish overall incident objectives are identified, analyzed, and evaluated to determine the most appropriate strategy for the situation at hand.  Evaluation criteria will often include public health and safety factors; estimated costs; and various environmental, legal, and political considerations. 

Strategic objectives should be: 

· Attainable. They must be achievable with the resources that the agency (and assisting agencies) can allocate to the incident, even though it may take several operational periods to accomplish them. 

· Measurable. The design and statement of objectives should make it possible to conduct a final accounting as to whether objectives were achieved. 

· Flexible. Objectives should be broad enough to allow for consideration of both strategic and tactical alternatives.

Developing the Formal Incident Action Plan

9. Timely incident planning is the foundation of effective incident management. The National Incident Management System (NIMS) planning process may begin with the scheduling of a planned event, the identification of a credible threat, or with the initial response to an actual or impending event. The process continues with the implementation of the formalized steps and staffing required to develop a written IAP.  (NOTE: Examples of ICS forms used in the planning process can be found in Annex Two of this plan.)

10. As illustrated in Annex Figure 1-1 on Page 5, the NIMS planning process provides a template for strategic, operational, and tactical planning that includes all steps an IC and other members of the Command and General Staffs should take to develop and disseminate an IAP. The various steps illustrated in the NIMS planning process must be followed in sequence to ensure a comprehensive IAP.  In industry, these steps are essentially the same for the OSIC and the Operations Section Chief who develop the initial plan; for the IC, OSIC and Operations Section Chief revising the initial plan for extended operations; and for the ICS planning team finally developing the formal written IAP.

Following the initial period of operation, a formal written IAP will usually be required for each subsequent operational period.  In response to complex industrial emergencies, it is not uncommon for the initial period of operation to extend up to 24-hours.  When multiple periods of operation are anticipated, the Planning Section Chief should champion and begin the formal planning process as soon as possible to shorten operational periods to no more that 12-hours.

Decisions on the length of the operational period should consider: 

2. Length of time resources are available and needed to achieve tactical objectives

3. Availability of fresh resources

4. Future involvement of additional jurisdictions and/or agencies 

5. Environmental considerations, e.g., daylight remaining, weather, etc. 

6. Safety considerations

11. Effective resource management is critical to the success of the operations.  It is important that the tactical resource availability and support requirements for each period of operation be determined before spending a great deal of time developing strategies that cannot be realistically achieved.  If the required resources are not available, then an adjustment must be made to the strategic objectives that were established for the operational period.  It is only after resource availability is confirmed that the planning process can proceed.  Even then, flexibility must be built into the plan to allow for unexpected changes in incident conditions.

12. Accordingly, an early step in the planning process includes a ‘Tactics Meeting’ to evaluate the resources, reserves, and support requirements necessary to achieve the strategy objectives being considered for a specific operational period.  In response to industrial emergencies, this ‘Tactics Meeting’ involves close coordination and discussions between the IC/UC, the OSIC and the Operations Section Chief, who must determine the resources that will be needed and available to maintain a sustained tactical response.  Ultimate resource assignments made for each specific work task will consist of the kind, type, and numbers of resources available and needed to achieve the tactical objectives for the given operational period.  These requirements can be established by the Operations Section Chief using the ICS 215 form.

13. Preparing and Disseminating the IAP

14. Once the there is resolution regarding strategic objectives and tactical operational requirements for the next period of operation, the next phase in planning process involves formatting and assembling the IAP as appropriate for the level of complexity of the incident. 

15. In the initial response to industrial emergencies, the format is a usually a well-prepared outline or a checklist used in providing an oral briefing.  When there is no written action plan, the sequence of steps for a briefing by the IC and/or the Operations Section Chief includes: 

• Strategic incident objective(s) 

• Tactical operations necessary to achieve the established strategic objectives

• Resource and task assignments necessary to support the tactical operational objectives 

In the industrial setting, the ICS Form 201, Incident Briefing, or a similar in-house form will provide the IC with a useful tool for preparing a briefing when no written action plan is prepared.
The basic steps in this process are illustrated in the planning ‘P’ shown in Figure 1-1 below:


Annex Figure 1-1

16. All supervisory personnel involved in the incident response must be familiar with the current, as well as the next operational period's incident action plan. This can be accomplished through briefings and/or by distributing a written plan prior at the beginning of an operational period.  Each Section Chief is responsibility for implementing their respective portions of the plan. 

Evaluating and Revising the Plan

17. In the industrial setting, the planning process requires an ongoing evaluation of events and outcomes. Information gained in this process is used in planning for subsequent operational periods. The Section Chiefs should regularly compare planned progress with the actual progress. When new information emerges, that information should be included in the first step of the process used for modifying the current plan or developing the plan for the next period of operation. 

The planning process must include a way to provide for ongoing evaluation of the plan’s effectiveness. It is not enough to simply complete the plan and implement it. 

Two steps to accomplish evaluation are as follows:

2. During the operational period, the IC and the Planning and Operations Section Chiefs should regularly assess actual progress against the planned operational activities called for in the plan.  If deficiencies are found, improved direction or additional staffing may be required, tactical operations may need to be modified, and/or changes may need to be reflected in the planning for the next operational period. 

3. The Operations Section Chief has the latitude to make necessary changes to tactical operations outlined in the ICP, if the changes are necessary to more effectively accomplish an established objective. 

18. The IAP is an effort to anticipate future operational and resource demands of the incident, and must be developed far enough in advance to ensure that additional resources needed for the next operational period are available.

19. Set the deadline for completing IAP attachments 

20. Obtain plan attachments and review them for completeness and approvals 

21. Determine the number of IAPs required

22. Arrange with the documentation unit to reproduce the IAP 

23. Review the IAP to ensure it is up to date and complete prior to the operations briefing and plan distribution

24. Provide the IAP briefing plan, as required, and distribute the plan prior to beginning of the new operational period 

Essential Elements in the Written Action Plan 

Several ICS forms are provided for many of the essential parts in any written action plan. These include: 
1. Incident Objectives, ICS form 202 - completed by the IC

2. Organization Assignment List, ICS form 203 – completed by the Operations Section Chief

3. Tactics and Assignments, ICS form 204 – completed by the Operations Section Chief

4. Communications Plan, ICS form 205 – completed by the Logistics Communications Unit

5. Medical Plan ICS, form 206 – Completed by the Logistics Medical Unit
Incident Objectives (ICS Form 202) 

25. This form provides a statement of what should be achieved during the next operational period including: 

1. Incident name 

2. Date/time prepared 

3. Operational period 

4. General control objectives 

5. Weather forecast 

6. Safety message and attachments 

Organization Assignment List (ICS Form 203) 

26. This form provides information on the units that are currently activated and the names of personnel staffing each position/unit. This information is used to complete the incident organization chart, ICS Form 207.  An actual organization is event-specific. Not all positions need to be filled. The size of the organization is dependent on the magnitude of the incident and can be expanded or contracted as necessary. 

Tactics and Assignments List (ICS Form 204) 

Form 204 describes tactics and control operations, and what resources will be assigned. Resource assignments are often made by division or group. 

Communications Plan (ICS Form 205) 

This form provides information on all radio frequency assignments down to the division/ group level for each operational period. 

Medical Plan (ICS Form 206) 

Form 206 provides information on incident medical aid stations, transportation services, hospitals, and medical emergency procedures. 

4. Supporting Material 

Additional information may be required, including but not limited to: 

1. Incident maps / plot plans

2. Traffic plan 

3. Site security plan

4. Weather data

5. Special precautions

6. Safety message

7. Demobilization plan

The Planning Meeting 

27. The Planning Section Chief is responsible for scheduling and for chairing the planning meetings. Planning meetings are scheduled after the IC has developed the strategic priorities and objectives for the next period of operation. 

28. The general responsibilities associated with the planning meeting and the associated IAP tasks are described below. If followed, the process provides a logical set of steps. The Planning Section Chief should review these steps with the General Staff prior to the start of the planning meeting.  The planning process will only work if everyone involved comes to the planning meeting well prepared and with a good understanding of the process. 

5. Planning Section Chief 

Responsibilities of the Planning Section Chief include: 

1. Schedule the planning meeting

2. Chair the planning meeting 

3. Coordinate preparation of the IAP 

29. The Planning Section Chief and/or resources and situation unit leaders should provide an up-to-date briefing on the situation. Information for this briefing may come from any or all of the following sources: 

1. On-Scene Incident Commander 

2. Incident Briefing Form (ICS 201) 

3. Field observations 

4. Operations reports 

5. Regional resources and situation reports 

Incident Commander 

Responsibilities of the IC in response to industrial emergencies are: 

1. Establish strategic objectives and priorities for next period of operation

2. Ensure emergency response personnel at the scene have the resources and support needed to safely and effectively manage tactical operations

3. Establish procedures for off-incident resource ordering 

4. Establish procedures for resource activation, mobilization, and employment 

5. Approve completed IAP plan by signature 

6. Operations Section Chief 

Responsibilities of the Operations Section Chief are: 

1. Base on established incident objectives, establish the specific work assignments to be used for each division or group for the next operational period 

2. Determine resource needs by division or group to accomplish the work assignments and record these needs on the planning matrix (ICS form 215)

It is intended that the incident planning meeting be used to develop tactical assignments and resources needed to achieve incident objectives and strategies established by the IC. ICS for 215 provides information on: 

1. Incident work location 

2. Work assignments 

3. Kind and type of resources needed 

4. Current availability of incident resources 

5. Reporting location. 

6. Requested arrival time for additional resources.

The ICS Form 215 can also be used to identify surplus resources that may be released.  Some agencies that regularly use the planning worksheet have prepared it in a larger format on various sizes of white board. This makes the worksheet visible to a larger audience at planning meetings.  

7. Production and Recovery Section Chief

Responsibilities of the Production and Recovery Section Chief are: 

1. Based on established production and recovery objectives, establish specific work assignments to be used for each process unit or area for the next period of operation

2. Identify resource needs by process unit or area to accomplish work assignments and record the needs on the process planning matrix (ICS form 215c)

3. Develop ‘safety checks’ that must be achieved, verified and signed off by a process Area Supervisor before restarting process areas impacted by the emergency and shut down 

It is intended that the incident planning meeting be used to develop process area assignments and resources needed to achieve incident process related objectives and strategies established by the IC.  ICS for 215c provides information on: 

1. Process area work location 

2. Process area work assignments 

3. Kind and type of resources needed 

4. Current availability of process area resources 

5. Reporting location

6. Requested arrival time for additional resources

8. Logistics Section Chief 

Responsibilities of the Logistics Section Chief are: 

1. Ensure that incident facilities are adequate. 

2. Ensure that the resource ordering procedure is made known to appropriate agency dispatch center(s). 

3. Develop a transportation system to support operational needs

4. Ensure that the section can logistically support the IAP

5. Place order(s) for resources. 

30. The time required for development of an IAP plan will vary depending on the type of incident and the external agencies involved.  The actual time committed to the planning activity may be only a few minutes when there are just a few resources involved.  For more complex incidents, the planning cycle will be longer.  It is important that any negotiations required for the use of resources, alternative strategies, and costs be discussed and resolved by the IC or the UC prior to the planning meeting. 

31. A major criticism of planning meetings is that they tend to drag on and consume valuable time. The Planning Section Chief can help to ensure that planning meetings are only as long as necessary by close adherence to the following: 

1. All participants must come prepared

2. Strong leadership must be evident

3. Agency representatives must be able to commit for their agencies 

4. All participants adhere to the planning process 

5. Eliminate distractions (no radios, cellular phones, or pagers at planning meetings)

9. Finance and Administration Section Chief 

Responsibilities of the Finance and Administration Section Chief are: 

1. Provide cost implications of control objectives, as required. 

2. Evaluate facilities being used to determine if any special arrangements are needed

3. Ensure that the IAP is within the financial limits established by the IC

Planning Section Chief

Job Aid

Overview/Mission

6. The Planning Section Chief position in ICS is pivotal to achieving the incident objectives, keeping the members of the Incident Management Team (IMT) and management informed of the incident status, providing critical information to responders, developing the Incident Action Plan and facilitating meetings. The Planning Section Chief must be able to anticipate the needs of the incident and make sure they are provided in a timely manner.  

User

This Job Aid should be used by the assigned Planning Section Chief (PSC) and Deputy Planning Section Chief (DPSC) within the National Incident Management System (NIMS) Incident Command System (ICS). 
Personnel assigned to these positions should have a good operational background and experience with the type of incident to which they are responding. Since this is a key position in the response organization, assignment should be based on experience level versus rank. Past experience as an Operations Section Chief (OPS), Situation Unit Leader (SUL), and/or Resource Unit Leader (RUL) is highly desirable.

This Job Aid does not cover other important traits of an effective PSC, such as:

· Good leadership, interpersonal and communications skills; 

· A solid grasp of political, social, environmental, and economic issues; 

· Experience in risk-based decision making; and

· An in-depth knowledge of substantive aspects of the incident at hand.

A good PSC exhibits these traits and many more in addition to properly executing ICS.

When to Use

This Job Aid should be used to assist the PSC and DPSC whenever an incident has occurred or during a planned event that requires ICS organization

Key Responsibilities and Products

 The Planning Section Chief’s key responsibilities are to:

Develop an Information Management Plan (information requirements and reporting schedules) to ensure that all elements of the organization and stakeholders maintain a “common operating picture” and all Situation Reports (SITREP) and Incident Action Plans (IAP) are published on-time or ahead of schedule and distributed throughout the organization.

Develop a timeline for the operational planning cycle to meet the desired operational period.  Publish a meeting schedule and ensure that all meeting participants arrive on time to each meeting.

Facilitate all operational planning meetings to include the Initial Unified Command Meeting, Objectives Meeting, Command and General Staff Meeting, Tactics Meeting, Planning Meeting, and Operations Briefing.  Ensure that the meeting room is prepared for each meeting in advance and organized in accordance with the meeting layouts presented in this Job Aid.

Supervise the preparation of the IAP and present the completed plan to the Unified Command for approval.

Ensure that the following ICS forms are completed on-time or ahead of schedule and presented to the Unified Command:

Incident Objectives (ICS-202)

Organization Assignment List (ICS-203)

Assignment Lists (ICS-204)

Incident Organization Chart (ICS-207)

Incident Summary Status (ICS-209)

Check-In List (ICS-211)

Unit Logs for all Planning Section personnel (ICS-214)

Operational Planning Worksheet (ICS-215)

Work Analysis Matrix (ICS-234) (optional)

T-Cards for all resources 

Demobilization Check-Out (ICS-221)

Daily Meeting Schedule (ICS-230)

Meeting Summary (ICS-231)

Continuously advise the Command and General Staff on any significant changes in the incident status.

Lead transition from initial response phase (reactive mode) to a managed phase (proactive mode).  

Collect, evaluate, disseminate, and manage response operation information to achieve all operational objectives.

Maintain an up-to-date status of all planning and operational activities to (1) understand the current situation, (2) predict the probable course of incident events, and (3) prepare alternative strategies to achieve all operational objectives. 

Ensure that the SUL maintains an up-to-date Situation Unit Display and provides situation briefings at the beginning of each meeting.

Ensure that the RUL maintains displays (T-Cards), charts and lists that reflect the current status and location of tactical resources, transportation, and support equipment.

Make decisions on resource needs

Oversee the demobilization of all personnel and resources.  Ensure that Planning Section personnel demobilize in accordance with the approved demobilization plan.

Ensure that the DOL is maintaining a file of all incident logs, plans, decision memos, situation unit displays, resource data, check-in lists, resource orders, IAPs, SITREPs, the information management plan, and all other pertinent incident information.

Ensure that the DMOB has developed, published and oversees the orderly demobilization of all personnel and resources.

Determine the need for specialized resources and/or technical specialists to achieve the incident objectives.  Technical Specialists could include:

Scientific Support Coordinators

Trajectory Analysis Specialists

Resources at Risk Specialists 

Intelligence Officers

Legal Specialists

Weapons of Mass Destruction (WMD) Specialists 

Critical Incident Stress Management (CISM) Specialists

Salvage and Engineering Technical Specialists

Geographic Information System (GIS) Specialists

Public Health Technical Specialists

Documentation Specialists

Endangered Species Specialists (Endangered Species Act (ESA) Section 7 Consultations)

Response Technologies Specialists

Weather Forecast Specialists

Historical/Cultural Resources Specialists

Waste Disposal Specialists

Sampling Specialists

Daily Duties

Coordinate daily meetings and briefings with the Assistant Safety Officer staff.

Ensure that all safety messages and safety SitRep reports are completed and submitted to the Planning Section no later than 12:00 daily.

Provide the daily safety and health briefing (orientation) for incoming personnel. Ensure that the safety orientation PowerPoint presentation is updated with new issues arising from the field and facility operations. 

. 

Communication

The response may call for additional communications.  Below is an input/output matrix to assist the PSC with obtaining information from other ICS positions and providing information to ICS positions.  This matrix provides a list of common contact points.  

	MEET WITH
	WHEN
	PSC OBTAINS
	PSC PROVIDES

	IC/UC
	Initial incident brief
	ICS-201 or verbal brief on incident status
	Feedback on initial response activity/organization

	
	During initial response phase
	Operational Periods

Deadline for initial IAP submission

IC/UC objectives (refer to Appendix A for example objectives)
	Feedback on operational period and IAP deadline 

Feedback on objectives

	
	Planning meeting
	Restatement of response objectives
	Proposed IAP 

Briefing on situation, critical/sensitive areas, resource status/availability, weather

	
	IAP approval process
	Approved IAP
	IAP for approval

	SO
	Planning meeting
	Concerns regarding safety issues in IAP
	Proposed IAP

Briefing on situation, critical/sensitive areas, resource status/availability, weather 


	
	IAP prep process
	Safety messages
	Feedback on safety messages

Update on response operations


	LNO
	Planning meeting
	Concerns regarding liaison issues
	Proposed IAP

Briefing on situation, critical/sensitive areas, resource status/availability, weather

	PIO
	During initial response phase
	Estimated time of press briefings
	Completed ICS-230 (Meeting Schedule)

	
	Planning meetings
	Media concerns considerations
	Proposed IAP

Briefing on situation, critical/sensitive areas, resource status/availability, weather

	OPS
	Preparing for Tactics meeting
	Strategy/tactics

Resource needs
	Input on alternative strategies

Input for Work Analysis Matrix and ICS-215

	
	Planning meeting
	Primary/alternative strategies

Branch/Division and Group boundaries/ functions

Tactics

Resource needs

Ops facilities
	Proposed IAP

Briefing on situation, critical/sensitive areas, resource status/availability, weather

	
	IAP prep meeting
	Information to complete ICS-204’s 

ICS-220 (Air Operations Summary)
	Completed ICS-204’s

Feedback on IAP submissions

	LSC
	During initial response phase
	Confirmation of staffing order
	ICS-213 with resource order to staff Planning Section

	
	Planning meeting
	Feedback on resource availability

Facility details

Support plan input
	Proposed IAP 

Briefing on situation, critical/sensitive areas, resource status/availability, weather

	
	IAP prep
	ICS-205

ICS-206

Support plans (Traffic Plan)
	Feedback on IAP submissions

	FSC
	Planning meeting
	Update on finance concerns
	Proposed IAP

Briefing on situation, critical/sensitive areas, resource status/availability, weather

	
	Shift brief
	Financial Report
	Review of IC/UC objectives

	THSP
	As they report in
	Check-in information
	Assignment

Brief on incident status


Appendix A

Example All-Risk/All-Hazard Objectives and Strategies

RESPONSE OBJECTIVES AND STRATEGIES

Incident objectives and strategies are essential prerequisites to any written or oral Incident Action Plan (IAP), and should be established expeditiously.  The following definitions have been developed in NIMS ICS:

INCIDENT OBJECTIVES - Statements of guidance and direction necessary for the selection of appropriate strategies, and the tactical direction of resources.  Incident objectives are based on realistic expectations of what can be accomplished when all allocated resources have been effectively deployed.  Incident objectives must be achievable and measurable, yet flexible enough to allow for strategic and tactical alternatives.

STRATEGIES - The general plan or direction selected to accomplish incident objectives.

TACTICS – Deploying and directing resources during an incident to accomplish the desired objective.  

Or a simpler perspective is that:

OBJECTIVES (Unified Command) = What you plan to do in priority order

STRATEGIES (Planning & Operations) = How you plan to accomplish objectives

TACTICS (Operations) = How you use resources during each operational period to implement strategies and achieve objectives.

Since unique priorities will develop in any response, the following examples of typical objectives and strategies may provide a helpful guide:

· Contact local clinics and hospitals as per SAR Quick Response Cards and enlist available doctors, nurses and EMS personnel for assignment at triage locations

8. Oil/HAZMAT Spill

Typical Objective(s):

· Control the Source of the Spill 

· Determine oil/HAZMAT fate and effect (trajectories), identify sensitive areas, develop strategies for protection and conduct pre-impact shore debris removal.
· Contain and recover spilled oil/HAZMAT. 

· Contain and recover spilled material 
· Ensure that actions are underway to control the source and minimize the volume released.

Example Strategies:

· Complete emergency shutdown

· Conduct firefighting

· Initiate temporary repairs

· Contain/control the source of the spill

· Deploy oil containment boom at the spill source

· Deploy containment boom at appropriate collection areas

· Evaluate time-sensitive response technologies (e.g., dispersants, in-situ burning)

· Develop disposal plan

9. Environmental

Typical Objective(s):

· Maximize protection of environmentally sensitive areas

· Ensure effective containment, cleanup, recovery, and disposal of spilled product.

· Investigate the potential for and, if feasible, utilize alternative technologies to support response efforts. 
Example Strategies:

· Implement pre-designated response strategies

· Identify resources at risk in spill vicinity

· Conduct visual assessments (e.g., overflights)

· Develop/implement appropriate protection tactics

Appendix B

Operational Planning P 
for Planning Section Activities



The Planning Section Chief and the Operational Planning Process

	Initial Unified Command Meeting
	This meeting is for assembling the Unified Command (if established), identifying jurisdictional roles and limitations, setting incident priorities, and building the response organization. The PSC facilitates this meeting.  

	STEP
	Actions
	(

	1.
	Ensure that the UC room is properly outfitted.  The following equipment may be useful:

· Round table & enough seats for ICs 

· Contingency Plans

· Easel with poster size paper and pens

· Tape for hanging paper

· Conference call phone

· Map/chart of incident area

· Television with local news broadcasts

· Phone jacks for internet connection

· Trash can and/or shredder
	

	2.
	Ensure that support personnel are available.

· Documentation Unit Leader Assistant (ADUL) for recording key decisions and actions by the UC and writing decision memos.

· Unified Command Assistant (UCA) to act as an aide to support the UC, Some duties of the UCA:

· Controlling access to UC space

· Scribe for writing on poster papers (priorities, objectives)

· Personnel retriever

· UC space manager/supplier

· Other "aide-de-camp" functions

· UC phone watch, to answer and screen all incoming phone calls.
	


	STEP
	Actions
	(

	3.
	PSC presents draft organization chart and proposed meeting schedule to UC members.
	

	4.
	PSC brings meeting to order, conducts role call, covers ground rules and reviews agenda. 

Set the expectation for future meetings (timeliness, strict adherence to the operational planning process, etc.).
	

	5.
	Validate makeup of the UC.  Ensure that UC composition is documented.  
	

	6.
	UC members identify jurisdictional responsibilities and individual agency priorities.
	

	7.
	Agree on other Command and General Staff positions as needed.  
	

	8.
	Make critical decisions with high immediacy. Write decisions on easel paper (UCA).  Other critical decisions that may be discussed include:

· Name of the Incident

· Immediate Priorities

· Reporting Requirements (meet all Critical Incident Communications requirements)

· Location of Incident Command Post

· Location of other support facilities

· Cost sharing procedures

· Resource ordering procedures

· Media information flow

· Technical Specialists needed immediately.

· Summon appropriate personnel to execute the most time-critical decisions.  
	

	9.
	Begin Open Actions Item Log.  This log is designed to list tasks from the UC to other positions within the Incident Command System (ICS-233).
	


	STEP
	Actions
	(

	10.
	Establish and agree on response priorities.  Use the ICS-201 as a starting point.  These priorities should be placed on a large poster sized paper separate from all other UC notes.  Examples of priorities from the National Response Plan are:

· Life safety of public and responders

· Prevent an imminent release

· Protect and restore critical infrastructure and key resources

· Mitigate damage to the environment and property

· Arrange all priorities in order of importance.  
	

	11. 
	Based on response priorities, refine draft incident objectives (ICS-202) and present revised objectives to the UC for the Objectives Meeting.
	

	12.
	Ensure that situation and resource displays are revised to align with any operational updates presented in the UC meeting.
	

	13.
	Ensure that DOCL retains copies of all documents and decision memos produced during the UC meeting.
	

	14.
	Order additional staff members and technical specialists to achieve the UC response priorities.
	


	Unified Command Objectives Meeting
	The UC will identify/review and prioritize incident objectives.  For reoccurring meetings, objectives are reviewed and revised as needed.  The Planning Section Chief facilitates this meeting.

	STEP
	Actions
	(

	1.
	Planning Section staff should prepare a meeting room for objectives meeting.
	

	2.
	PSC brings meeting to order, conducts role call, covers ground rules, and reviews agenda.
	

	3.
	Define the Operational Period.

For emergencies, 12- or 24-hour operational periods are suggested.
	

	2.
	From the list of priorities developed in the last meeting, and using the ICS-201 form developed earlier, begin developing objectives for the next operational period.*
	

	3.
	Prioritize objectives.
	

	4.
	Continue to develop tasks for the Command and General Staff using the Open Actions Log.
	

	5.
	Review priorities, decisions and objectives in preparation for the Command and General Staff meeting.
	

	6.
	Facilitate a decision among UC members regarding who will speak to the Decisions, Priorities, Open Actions, Constraints and Objectives developed by the UC.  The teamwork approach is always preferable to using a single spokesperson.
	


*Notes on writing Objectives: It is beyond the scope of this Job Aid to train Planning Section Chief’s on how to draft objectives.  Sample objectives are located in Appendix B.  Nevertheless, keep the following in mind when developing objectives:

1.  Objectives are crucial Unified Command directives that steer the operation toward addressing an incident priority, without describing what specific resources and actions are needed.  Always keep the end user, Command Staff, and General Staf, in mind.
2.  Operational objectives must provide enough specificity to allow operations and planning to develop appropriate strategies and tactics.  

3.  Objectives must be within the capabilities of the person or unit to which they are assigned.  

	Command and General Staff Meeting
	The UC/IC presents decisions, priorities and objectives to the Command and General Staff.  The Planning Section Chief facilitates this meeting.

	STEP
	Actions
	(

	1.
	Planning Section Staff prepares meeting room.
	

	2.
	PSC brings meeting to order, conducts role call, covers ground rules and reviews agenda. 
	

	3.
	SUL provides situational briefing. 
	

	4.
	UC/IC provides comments to include:

· Response policies, procedures, and guidelines

· Directions/Decisions/Constraints

· Objectives/Priorities

· Command/General Staff Assignments
	

	5.
	PSC facilitates open discussion to clarify priorities, objectives, assignments, issues, concerns, and open actions/tasks.
	

	6.
	PSC reviews Open Action Items. 
	

	7.
	UC/IC provides closing remarks.  
	

	8.
	PSC briefs Planning Section, revises ICS-202, and prepares for Tactics Meeting.
	


	Preparing for the Tactics Meeting 
	To transform the UC/IC strategic objectives into tactical actions and achieve operational excellence, the PSC must work closely with the OPS, LSC, RUL, SO and other staff members to prepare for and conduct a Tactics Meeting.  The Planning Section will provide support services to Operations in preparation for and during the Tactics Meeting. 

	STEP
	Actions
	(

	1.
	Set up meeting room..

	

	2.
	Review Decisions and Constraints/Limitations.
	

	3.
	Publish and post the Incident Objectives for the next Operational Period.
	

	4.
	Review the command’s objectives and priorities to identify the tactical objectives that belong to Operations.  Ensure that those objectives that belong to other staff members, such as public affairs and liaison officer issues, have been assigned and will be completed ahead of schedule.
	

	5.
	Ensure that SUL is prepared to provide an up-to-date briefing with incident projections.
	

	6.
	Prepare OPS, LSC, RUL, SO and other staff for meeting.  The PSC should be up-to-date on all issues and ensure that no surprises occur during the meeting.
	

	7.
	Work with the OPS to analyze the overall situation and determine the complexity at hand.  This includes providing an accurate and up-to-date picture of the evolving situation and resource allocation.
	

	8.
	Work with the OPS to determine the overall strategy and tactics. The ICS-234 Work Analysis Matrix is an excellent tool to document this.  The PSC should be familiar with agency contingency plans and response agreements to provide pre-approved actions. Additionally, technical specialists should be invited to offer alternative strategies.  
	

	9.
	Once the overall strategy and tactics (or Work Analysis Matrix) are complete, work with the OPS to identify functional groups to achieve the tactics and work assignments.
	

	10.
	Subdivide the incident (tactics and assignments) into manageable work units (divisions, groups, branches, etc.).  The information should be clearly displayed on a working map prior to developing the ICS-215.  Always keep in mind the span of control (3-7).
	

	11.
	Help prepare the OPS for the Tactics Meeting.  Ensure that the Incident Objectives, ICS-234 Work Analysis Matrix (if used), Organization Chart, and Draft ICS-215 align with each other and address all of the command’s tactical objectives.
	




	The Tactics Meeting
	The first Tactics Meeting is critical to effectively organizing the response operation.  Focus on setting up functional groups and geographic divisions correctly in the early stages of the response; otherwise the consequences will be apparent as the operation progresses. (Appendix C provides an Operations Planning Worksheet that OPS will use to conduct the tactics meeting and develop the tactical plan).

	STEP
	Actions
	(

	1.
	Subdivide the incident (tactics and assignments) into manageable work units (divisions, groups, branches, etc.).  The information should be clearly displayed on a working map prior to developing the ICS-215.  Always keep in mind, span of control (3-7).
	

	2.
	PSC brings meeting to order, conducts role call covers ground rules and reviews agenda. 
	

	3.
	SUL reviews the current and projected incident situation.
	

	4.
	PSC reviews incident operational objectives, and ensures accountability throughout the staff.
	

	5.
	If completed, OPS reviews the Work Analysis Matrix (strategy and tactics).
	

	6.
	OPS reviews and/or completes a draft ICS-215 that addresses work assignments, resource commitments, contingencies, and needed support facilities (i.e., Staging Areas).
	

	7.
	OPS reviews and/or completes Operations Section organization chart.
	

	8.
	SO identifies and resolves any critical safety issues.
	

	9.
	LSC discusses and resolves any logistics issues.
	

	10.
	PSC validates connectivity of tactics and operational objectives.
	

	11.
	Review open work-list items and prepare to brief the UC/IC on accomplishments at the Planning Meeting.
	


	Preparing for the Planning Meeting
	The Planning Section will provide support services to prepare for the Planning Meeting. 

	STEP
	Actions
	(

	1.
	Set up meeting room. 
	

	2.
	Reaffirm Incident Objectives.
	

	3.
	Review Decisions and Constraints/Limitations.
	

	4.
	Review Open Action Items tasking and prepare to brief/review with the UC.  Be prepared to discuss the status of every work-list item.
	

	5.
	Make copies of the ICS-202, ICS-203, ICS-207 and ICS-209 to distribute at the meeting.
	

	6.
	If possible, have RUL transfer the hand-written ICS-215 to an electronic version to project during the meeting.
	

	7.
	Ensure that SUL is prepared to provide an up-to-date briefing with incident projections.
	

	8.
	Prepare Command and General Staff for meeting.  The PSC should be up-to-date on all issues and ensure that no surprises occur during the meeting.
	


	The Planning Meeting
	This meeting provides an overview of the tactical plan to achieve the Unified Command's direction, priorities, and objectives.  The PSC will facilitate the meeting.

	STEP
	Actions
	(

	1.
	PSC brings meeting to order, conducts role call, covers ground rules, and reviews agenda 
	

	2.
	PSC reviews commands incident objectives, priorities, decisions, and direction.
	

	3.
	SUL provides briefing on current situation, resources at risk, weather/sea forecast, and incident projections.
	

	4.
	IC/UC provides remarks.
	

	5.
	OPS provides briefing on current operations followed by an overview of the proposed plan, including strategy, tactics/work assignments, resource commitment, contingencies, Operations Section organizational structure, and needed support facilities (i.e., Staging Areas).
	

	6.
	PSC conducts round-robin of Command and General Staff members to solicit their final input and commitment to the proposed plan.
	

	7.
	PSC reviews proposed plan to ensure that Command’s direction, priorities, and operational objectives are met.
	

	8.
	PSC request Command’s tacit approval of the plan as presented.
	

	9.
	PSC reviews and validates responsibility for any “open actions/tasks” and management objectives.
	

	10.
	PSC issues assignments and deadlines to appropriate staff members for developing the IAP.
	


	IAP Preparation and Approval
	The Incident Action Plan is prepared, submitted to the Unified Command and approved.  

	STEP
	Actions
	(

	1.
	The UC/IC and PSC should be available to provide clarification for the IAP development team if needed.  
	

	2.
	Ensure that the IAP cover page is professional and appropriate.  Ensure that there are signature blocks available for all members of the Unified Command with their printed names and titles spelled properly.
	

	3.
	Verify that all the proper forms are included in the IAP.  
	

	4.
	Ensure that the title of the incident is correct for the cover page and subsequent forms.  
	

	5.
	Ensure that the Operational Period is correct for the cover page and other forms.
	

	6.
	Ensure that appropriate personnel sign all applicable forms.
	

	7.
	Ensure that all of the objectives are listed on Form 202.  
	

	8.
	Ensure that the ICS-202 also includes a Safety Message.
	

	9.
	Ensure that the organization chart in ICS Form 203 or 207 accurately reflects the intended organization requested by the UC/IC.  
	

	10.
	Ensure that span of control has not been violated on the ICS-203 and 207 (3-7).
	

	11.
	Ensure that proper ICS titles have been used on ICS Forms 203 and 207.
	

	12.
	Ensure that the ICS-204 form control objectives address the Operational Objectives on ICS form 202 and that they are completely filled out. 
	

	13.
	Ensure that ICS-204s are consistent with ICS forms 203 and 207.  The ICS titles on forms 203 or 207 should match the titles on the 204.
	

	14.
	Ensure that ICS Forms 204 have a safety message inserted by the Safety Officer
	

	15.
	Ensure that the special instructions section of ICS Form 204 is completed.  Examples of special instruction procedures includes communication schedule back to Operations and Situation; important phone numbers; sampling procedures, etc.  
	

	16.
	Ensure that the Site Safety Plan addresses incident hazards as determined by the Safety Officer’s Safety Hazard Analysis documented on ICS Form 215A.  
	

	17.
	Ensure that additional plans discussed during the Planning Meeting are also included (i.e., Decontamination Plan, Disposal Plan, Security Plan, Demobilization Plan, Salvage Plan, Information Management Plan, Traffic Plan, etc.).
	

	18.
	Use the checklist in Appendix D to properly prepare and assemble the IAP.
	

	19.
	Prior to submitting IAP to UC/IC for final approval, have two independent reviewers proofread the entire document.
	

	20.
	Present to IC/UC for final approval/signature.
	

	21.
	Duplicate as needed.
	

	22.
	Route signed original to DOL.
	

	23.
	DOL should distribute the IAP, as needed.
	


Time for Reviewing IAP

The quality of the IAP will depend largely on the experience of the Incident Management Team.  For the more experienced teams, the PSC should allot 1 hour for review, and for less experienced teams, allot 1.5-2 hours.  

	Operations Briefing
	This 30-minute or less briefing presents the Incident Action Plan to the Operations Section Chief Supervisors.    

	STEP
	Actions
	(

	1.
	PSC opens briefing, covers ground rules and reviews agenda.
	

	2.
	PSC reviews UC/IC objectives and changes to IAP (i.e., pen and ink changes).
	

	3. 
	SUL conducts Situation Briefing
	

	4.
	OPS discusses current response actions and accomplishments.
	

	5.
	UC/IC provides remarks
	

	6.
	OPS conducts role call of the Operations Section personnel and briefs them.
	

	7.
	LSC covers transport, communications, and supply updates.
	

	8. 
	FSC covers fiscal issues.
	

	9.
	SO covers safety issues.
	

	10.
	PIO covers public affairs issues.
	

	11.
	LOFR covers interagency and stakeholder issues.
	

	12.
	PSC solicits final comments and adjourns briefing.
	


	Execute Plan and Assess Progress
	During this phase, the PSC monitors operations closely to ensure that the IAP is being carried out and makes changes based on the dynamic nature of the incident.  

	STEP
	Actions
	(

	1.
	PSC continues to receive periodic updates from OPS and SUL and monitors field activities to ensure compliance with IAP.
	

	2.
	The best way the PSC can assess progress is to get out into the field.  If time permits, consider an over flight, boat ride or vehicle recon of the incident to assess progress.
	

	3.
	Conduct a Planning Section Meeting and Internal Team Assessment.  Provide words of encouragement and thanks.  
	

	4.
	Review outstanding actions required by the UC/IC and follow-up with responsible parties.
	


Appendix C

TACTICS MEETING JOB AID

10. Operations Planning Worksheet Development

The ICS-215  Operational Planning Worksheet is the primary planning tool that the Operations Section Chief (OPS) has at his/her disposal.  If this planning tool is used properly, the OPS will be able to effectively conduct the tactics meeting and develop the tactical plan in a structured and disciplined manner.  The results of this meeting will directly influence the Incident Action Planning meeting that will soon follow.

The Planning Section will provide support services to Operations during the tactics meeting and is responsible for facilitating the meeting and providing the information required for blocks 1, 2, 3, and 11 through 13 on the ICS-215.  The OPS is responsible for providing the information for blocks 4 through 10 and 14.

The OPS should appoint a Deputy OPS who will be given the responsibility of supervising the on-going operations during those periods of time when the primary OPS is involved in the tasks of planning for the next operational period.

For a tactics meeting to be successful, it is essential that the OPS follow several basic steps when developing the tactical plan for the next operations period:

1. Review commands’ incident objectives and priorities and identify which objectives belong to Operations.  Some objectives may require direct or indirect support from the Planning Section.

2. Analyze the overall situation and determine the complexity of the task at hand.

3. Determine and document the overall strategy and tactics.  The Work Analysis Matrix is an excellent way to document this process.  This process will be used to implement the objectives and identify contingencies.  

4. Identify functions (i.e. product recovery, safety, containment, etc.).  This step must be taken prior to dividing the incident into manageable work units.

5. Subdivide the incident into manageable work units (divisions, groups, branches, etc.)  This information must be clearly displayed on a working map prior to developing the ICS-215.  

If these tasks are done well, the incident is well on its way to being organized in the early stages of the response.  Ensure that the work units are manageable and support the Incident Objectives.  If the initial task of subdividing the incident is not done well, the consequences will be apparent for a very long duration. 

Some things you may want to consider when dividing the incident are:  

· Incident priorities

· Size of the effected area

· Complexity of the incident and number of task  

· Amount of work to be accomplished

· Span of control issues

· Open water verses shoreline activities

· Topography, etc.

· Logistics requirements

· Kind of functions to be accomplished 

· Contingencies 

Now that these five steps have been completed, the information required on the ICS-215 can be filled in.

Block 4 -
Fill in work unit identifier as displayed on the work map ie: division, group, Air ops, staging, etc. The unit identifier for branches is Roman Numerals and begins with Roman numeral I, II, etc. The unit identifier for divisions is letters and begins with letter A, B, etc. Group identifiers relate to their specific functional assignment, i.e. skimming group, lightering group etc. The unit identifier for staging areas is its geographic name, i.e. Ballast Point Staging, etc.

Block 5 –
Identify the work assignment to be performed.  Each Division/Group or other activity has to have very clear instructions on what their assignment is.  This is a critical point as this information has a tremendous effect on the development and implementation of the Incident Action Plan.  It is also essential for the OPS to clearly understand the work assignment before identifying resource requirements.  This information will later be displayed on ICS-204 in the Incident Action Plan and will be used to brief incoming resources on their assignment.

Block 6 –
Identify the appropriate resources required to complete the work assignments.  This is where knowledge and experience come into play.  What type and how many resources will it take to carry out the identified task. The OPS needs to be aware of different types, production rates, and the strengths and limitations of all of the resources that are available to them.  First select the type of resource (capability) and then identify the number required to complete the assigned tasks.  Do not be concerned at this time as to the number and type of resources that may be available for assignment. Plans will provide this information after all the resources requirements have been identified.  Do not develop work requirements solely based on resources currently on-scene.  

Block 7 –
Identify supervisory and technical specialist needs:  Division/Group Supervisors, Branch Directors, Staging Area Managers, Assistant Safety Officer, Environmental Specialist, etc.  A good job in this area will help facilitate the early ordering of supervisory personnel needed to manage the planned operation.

Block 8 –
Identify specialized equipment and supplies:  foam applicators, pumps, dumpsters, infrared sensors, special chemicals, radios, dispersants, sorbent pads, PPE gear, etc.

Block 9 –
Identify the specific location the resources are to report for their briefing and /or work assignment.  (ICP, staging, base)

Block 10 – 
Note the time that resources are required to be at their reporting location.  

The Operations Section Chief must plan for any contingencies or unforeseen circumstances that may occur during the planned Operational Period.  One way to accomplish this is by assigning additional resources to a Staging Area or by identifying assignment priorities to resources as they arrive on scene.  Consider developing contingency ICS-204’s.

7. The OPS and PSC should review the ICS-215 to ensure that the work assignments support the objectives, priorities, and strategies.

8. The final step for the OPS is to display on an easel an operations section organization structure (chart) that is needed to manage the planned operation. This will provide the OPS with a good overview of supervisory staff and should help to immediately identify any staffing shortfalls

9. Blocks 11-13 -
Planning will summarize the number of resources required (REQ), number of resources on hand (HAVE) and number and type of resources to be ordered (NEED) to meet the Operations Section Chiefs tactical plan. 

10. Logistics will confirm the availability of resources needed to meet the timeframes identified on the ICS-215.

11. Meeting attendees will review plan for impacts such as safety implications and communications etc.

12. Block 14 – 
Operations Section Chief signs ICS-215.

13. Now you are ready to go to the planning meeting and present your plan of work.

14. Final products from the tactics meeting are:

· Work map/chart

· Chart size ICS-215

· Filled out 8½” x 14” ICS-215

· Operations Section Organization Chart 

· List of contingencies

· Completed Operations Work Analysis Matrix (optional)

ppendix D

Incident Action Plan (IAP) Checklist
	Form # (Name)
	Prepared By
	Draft
	Final

	IAP Cover
	SUL
	
	

	ICS-202 
	PSC 
	
	

	ICS-203 
	RUL
	
	

	ICS-204 
	OPS/RUL
	
	

	ICS-205
	COML
	
	

	ICS-208*
	SO
	
	

	ICS-230
	SUL
	
	

	ICS-232 
	EUL/SUL
	
	

	Daily Safety Message
	SO
	
	

	Incident map(s)
	SUL
	
	

	Demobilization Plan*
	DMOB
	
	


*As necessary
Incident-Specific Notes and Tips

This section can be used to record useful information for those coming onto a disaster to assist or replace the Unit Lead. The information can include daily meeting times, contact information, schedules and locations for important briefings, etc. This is information that would not be included in the body of the Job Aid because it varies from incident to incident, but is helpful for carrying out the position function nonetheless.
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1.0 – Refinery Fire Emergency Equipment List
	Fire Hose  

(All 50' lengths)


1 2"
-
  46 lengths

2 2"
-
101 lengths

5"
-
  19 lengths

	Foam

AFFF
                     17
  55 gallon drums

19
275 gallon containers

 
  Total 
=        6,160 gallons



	
S.C.B.A.'s

44 complete units



	
Bunker Gear
Area I

          -
  4 sets

Area II

-         10 sets

Area III

-
  8 sets

Area IV

-
  6 sets

Area V

-
  2 sets

Fire House &

          

          Emergency 

Response Team
-       100 sets

TOTAL

        130 sets



	


Personnel Protection Equipment is stored at strategic locations at the refinery.  These locations and the types and quantities stored at the location are monitored and controlled by the Safety Department.


2.0 – Refinery Emergency Equipment
The refinery has items deemed useful in dealing with potential emergencies.  This list is to assist in the familiarization of personnel with the items available and their location in the plant and in the service vehicle.

	Communications Equipment
	· Cellular Telephone - two mobile units; one in service vehicle.

· Telephones - All customers

· Mobile Hot Line to Control Room

· Murphy Control Room

· Public phones (numbers on "Emergency Phone List") - in offices and Control Rooms at Air Products New Orleans plant.



	
Emergency Control Instrumentation
	· Excess flow valves at APCI Murphy 20 Arpent Canal, Murphy Gate #6 and St. Bernard Hwy.

· Flow Meters

· Tele-metered signal from all customer metering stations

· Flow meter readout on New Orleans computer

· Pressure gauges and pressure taps

· Remote indicating

· Local gauges

· Pressure taps





2.0 – Refinery Emergency Equipment (Cont=d)

	Emergency Control Instrumentation (Cont=d)
	· Shutoff valves

· Remote controlled valves on customer meter stations

· In-line valves at Delta terminals, 20 Arpent Canal, Murphy Gate #6, and Mobil Tank Farm

· Portable analyzers - normally in Control Room, but also carried on serviced vehicle when needed

· Hydrogen sniffer - for leak detection

· Oxygen analyzer - mainly for personnel safety during nitrogen purge operations



	
Special Tools
	· Escape masks - two units kept in service vehicle

· Flashlights and warning lights

· Safety ropes and stakes

· See also Emergency Tools and Procedure FG 0 C019 Emergency Equipment List


	Emergency Equipment Maintenance
	· All items needed for emergency control must be maintained in a state-of-readiness and kept in designated locations

· Periodic testing will be conducted and documented





3.0 – Louisiana Emergency Response Mutual Assistance Network
	3.1 – FOAM 


  COMPANY


TYPE

BRAND
CONTAINER

GALLONS
	B.P. Oil - Alliance
	
	
	
	6000 Total  

	
	3X3

3X6
	3M
	Totes
	4200 / Williams

1800 

	Chalmette Refining
	ATC
	3M
	Totes
	2000

	
	3X6
	
	
	

	Chervon
	ATC
	3M
	Totes
	6100 Total

	
	3X3
	3M
	Totes
	4000 / Williams

	Citgo
	ATC
	3M
	Totes
	1525

	
	
	
	
	

	Conoco
	ATC
	3M
	Bulk Tanker
	11,680

	
	
	
	
	

	Cytec
	ATC
	3M
	Drums / Totes
	2000

	
	
	
	
	

	Dow
	ATC
	3M
	Drums
	4000  

	
	ATC
	3M
	Tanker
	3800

	
	3X3
	3M
	Totes
	3000 / Williams

	Dyn McDermott
	ATC
	3M
	Drums
	2400

	
	
	
	
	

	Exxon
	ATC
	3M
	Totes
	14,335

	
	
	
	
	

	LOOP LLC
	ATC
	3M
	Tanker Trailer 
	4000

	
	
	
	
	

	Locap
	ATC
	3M
	Totes
	305

	
	
	
	
	

	Marathon/

Ashland Oil
	3X6
	3M
	Tanker
	4000

	
	3X3
	3M
	Totes / 28


	8540 / Williams



	Motiva/Convent Refinery
	3X6

3X3
	3M

3M
	Drums

Totes
	3000

4000 / Williams

	
	
	
	
	

	Motiva/Norco

Refinery
	ATC
	3M
	Totes
	5000

	Murphy Oil
	3X6
	3M
	Totes
	3000



	Union Carbide
	ATC
	3M
	Drums
	3000

	Taft,La.
	ATC
	3M
	Totes
	1000

	
	
	
	
	


3.0 – Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.2 – PUMPS - PORTABLE FOAM TRANSFER


COMPANY


       #

SIZE

DESCRIPTION
	B.P. Oil Alliancetc \l1 "B.P. Oil Alliance
	2
	  150
	Water Driven Pumps, All NH Connection



	Chevron
	1

1
	3000 gpm

4000 gpm
	Trailer Mount 

Trailer Mount



	Conoco
	1
	
	4" Foam Transfer Pump Mounted on Foam Tender



	Exxon

LOOP
	1

1
	6000 gpm

4000 gpm

2000 gpm
	Trailer Mount

Trailer Mount

Trailer Mount



	Marathon/Ashland Oil
	1
	60
	Edwards Foam Carts w/ (2) 1 1/2" Suction Hoses

	Motiva/Convent

Murphy Oil

Union Carbide/Norco
	1

1

1

1
	120

2000 gpm

3000 gpm

2000 gpm
	Hale TNT Pump w/Suction Hoses

Trailer Mount

Trailer Mount

Trailer Mount


3.0 – Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.2 - PORTABLE MONITORS (2,000 GPM AND ABOVE)


COMPANY



#

GPM

TYPE
	B.P. Oil - Alliancetc \l1 "B.P. Oil - Alliance
	1
	4k to 14k
	Trailer Mounted Big Foot

	
	2
	3000
	Trailer Mounted, Skum

	
	
	
	

	Chalmette Refining
	2
	2000
	Hired Gun, Trailer Mounted

	
	
	
	

	Chevron
	1
	4000
	Trailer Mounted, Skum

	
	
	
	

	Citgo
	1
	2000
	Hired Gun, Trailer Mounted

	
	
	
	

	Conoco
	1
	2000
	Hired Gun, Trailer Mounted

	
	
	
	

	Dow
	1
	2000
	Hired Gun, Trailer Mounted

	
	
	
	

	Dyn McDermott
	2
	2000
	Hired Gun, Trailer Mounted

	
	
	
	

	Exxon
	1
	2000
	Hired Gun, Transportable

	
	1
	2X6
	Six Gun, Trailer Mounted

	
	
	
	

	LOOP LLC
	1
	2000
	Hired Gun, Trailer Mounted

	
	
	
	

	Marathon/Ashland 
	3
	2000
	Hired Gun, Trailer Mounted

	
	
	
	

	Motiva/Convent Refinery
	1
	2000
	Hired Gun, Trailer Mounted

	
	
	
	

	Murphy Oil
	1
	2000
	Hired Gun, Trailer Mounted

	
	
	
	

	Motiva/Norco Refinery
	2
	2X6
	Six Gun, Trailer Mounted

	
	
	
	

	Union Carbide
	1
	2000
	Hired Gun, Trailer Mounted

	
	1
	2000
	Patriot Gun

	
	1
	2000
	Akron Hydro Foam Nozzle, Trailer Mounted

	
	
	
	

	Exxon, Marathon/Ashland, LOOP LLC, and

Williams, TX
	1
	4k to 14k
	Trailer Mounted Big Foot




3.0 - Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.4 - PORTABLE MONITORS & NOZZLES


COMPANY


#
GPM
DESCRIPTION
	Citgotc \l1 "Citgo
	1
	1000
	Son-of-a-Gun, Trailer Mounted Hydro-Foam (TM)

	
	
	
	

	Conoco
	3
	1000
	Elkhart

	
	
	
	

	Exxon
	8
	1250
	Hydro-Foam (TM) Portable Trailer, also includes 2

250 GPM Hydro Chem (TM)

	
	
	
	

	LOOP LLC
	2
	  750
	Akron with Hydro-Foam (TM) Nozzles

	
	
	
	

	Marathon/Ashland
	4
	1000
	Akron-

	
	
	
	

	Motiva/Convent Refinery
	1
	1000
	Hydro Foam Nozzle

	
	
	
	

	Motiva/Norco Refinery
	2
	1000
	Trailer Mounted w/ 2 1/2" NYFD


7

3.0 - Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.5 - SPECIAL PURPOSE NOZZLES


COMPANY


#
DESCRIPTION
	Citgotc \l1 "Citgo
	1 1/2
	95 GPM Hydro Chem

	
	
	

	Citgo
	2
	1,250 GPM Hydro-Foam (TM)

	
	
	

	Citgo
	1
	1,000 GPM Hydro-Foam Nozzle

	
	
	

	Conoco
	4
	2 1/2" Cellar Nozzles w/Wands (play pipes)

	
	
	

	Conoco
	1
	Williams Model 70 Stabilizer Unit

	
	
	

	Conoco
	1
	1,000 GPM Hydro-Foam (TM) Nozzle, 2 1/2" Inlet

	
	
	

	Conoco
	2
	500 GPM Hydro-Foam (TM) Nozzle, 2 1/2" Inlet

	
	
	

	Locap
	4
	Wands

	
	
	

	LOOP LLC
	2
	125 GPM Cellar Nozzles

	
	
	

	LOOP LLC
	1
	250 GPM Cellar Nozzle

	
	
	

	Marathon/Ashland
	6
	Wands

	
	
	

	Motiva/Convent 
	2
	1,000 GPM Hydro-Foam (TM) Nozzles

	
	
	

	Murphy Oil
	1
	1,000 GPM Hydro Foam Nozzle

	
	
	

	Motiva/Norco 
	3
	1,000 GPM Hydro-Foam (TM) Nozzles, 2 1/2" NYFD

	
	
	

	Motiva/Norco
	4
	Wands

	
	
	

	Union Carbide
	2
	500 GPM Hydro-Foam (TM) Nozzles

	
	
	

	Union Carbide
	1
	1,000 GPM Hydro-Foam (TM) Nozzles

	
	
	

	Union Carbide
	1
	1,000 GPM Akron Nozzle, 2 1/2" Inlet


3.0 - Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.6 - LARGE DIAMETER HOSE


tc \l3 "Louisiana Emergency Response Mutual Assistance Network (Cont=d)LARGE DIAMETER HOSE
COMPANY


SIZE

THREADS
TOTAL # OF FEET
B.P. Oil Alliance


5"

Storz

5,000', 100' Sections

Chalmette Refining

5"

Storz

2,000' Trailer, 100' Sections
Chevron


5"

Storz

2,500' on Trailer
Citgo


5"

Storz

4,000'
Conoco


5"

Storz

4,000' on Trailer
Conoco


3"

2 1/2" NST
2,000' on Trailer
Cytec


5"

Storz

1,000'
Dow


5"

Storz

2,000' on Trailer
Dow


3"

2 1/2" NST
2,000' on Fire Truck
Exxon


5"

Storz

7,000'
Exxon


3"

2 1/2" NST
15,000'
GATX


3"

2 1/2" NYFD
1,000' on Fire Truck

Locap, Inc.


6"

Storz

1,200' on Trailer
Locap, Inc.


5"

Storz

1,700' on Trailer
Locap, Inc.


3"

2 1/2" NST
900' on Trailer
LOOP LLC


5"

Storz

1,200' Tender
LOOP LLC


3"

2 1/2" NST
700' Tender
Marathon/Ashland

5"

Storz

4,000' Tender
Marathon/Ashland

5"

Storz

5,000' Trailer
Motiva/Convent 


5"

Storz

3,000'
Murphy Oil


5"

Storz

2,000'
Motiva/Norco


5"

Storz

4,200'
Motiva/Norco


3"

2 1/2" NYFD
1,000'
Union Carbide


5"

Storz

2,150'
3.0 - Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.7 - FIRE HOSE ADAPTERS


 COMPANY

#

DESCRIPTION

	B. P. Oil - Alliancetc "- Alliance"
	Many
	NST All Sizes

	
	
	

	B.P. Oil - Alliance
	Many
	4" & 5" Storz X Storz, Storz X NH, NH X NH

	
	
	

	Cheveron
	Misc.
	5" Storz Adapters & Connectors

	
	
	

	Citgo Petroleum
	
	Various Sizes

	
	
	

	Conoco
	6
	5" NST F X 5" Storz

	
	
	

	Conoco
	6
	4 1/2" NST F X 5" Stroz

	
	
	

	Conoco
	6
	2 1/2" NST F X 5" Stroz

	
	
	

	Conoco
	2
	(4) 2 1/2" NST X 5" Storz

	
	
	

	Conoco
	1
	5" X 5" Phantom Pumper X (4) 2 1/2" NST Outlet

	
	
	

	Cytec
	1
	5" X 5" X 5" Storz Clappered Siamese

	
	
	

	Dow
	4
	2.5" NST F X 5" Storz

	
	
	

	Dow
	4
	2.5" NST M X 5" Storz

	
	
	

	Dow
	2
	4.5" NST X 5" Storz

	
	
	

	Exxon
	1
	Portable Package with Various Adapters

	
	
	

	Locap, Inc.
	10
	6" NPT X 5" Storz

	
	
	

	Locap, Inc.
	8
	6" NPT X 5" Storz

	
	
	

	Locap, Inc.
	4
	6" Storz X 5" Storz

	
	
	

	LOOP LLC
	1
	5" X 5" X 5" Storz, Clappered Siamese


3.0 - Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.7 - FIRE HOSE ADAPTERS (Cont=d)


COMPANY
    #

DESCRIPTION
	LOOP LLC
	2
	2.5" NST M X 5" Storz

	LOOP LLC
	2
	2.5" NST F X 5" Storz

	
	
	

	Marathon/Ashland
	1
	5" Storz X (4) 2 1/2" NST Manifold

	
	
	

	Marathon/Ashland
	4
	(4) 2 1/2" NST X 5" Storz Siamese

	
	
	

	Marathon/Ashland
	4
	4 1/2" NST X 5" Storz

	
	
	

	Marathon/Ashland
	3
	5" X 5" X 5" Jumbo Siamese

	Marathon/Ashland
	4
	4" Stroz X 5" Storz

	
	
	

	Mobil Oil
	1
	5" Storz X 4" Storz

	
	
	

	Mobil Oil
	1
	5" Storz X 6" Storz

	
	
	

	Motiva/Convent 
	4
	4 1/2" X 5" Storz

	
	
	

	Motiva/Convent 
	2
	6" Storz X 5" Storz Valves

	
	
	

	Motiva/Convent 
	4
	2 1/2" X 5" Storz

	
	
	

	Motiva/Norcotc \l1 "Motiva/Norco
	7
	5" X (4) 2 1/2" NST

	
	
	

	Motiva/Norco tc \l1 "Motiva/Norco 
	3
	6" NST X 5" Storz

	
	
	

	Motiva/Norco
	4
	4" NST X 5" Storz

	
	
	

	Motiva/Norco
	3
	4" Storz X 5" Storz

	
	
	

	Motiva/Norco
	2
	6" IPT X 6" NST Male Adapters

	
	
	

	Motiva/Norco
	12
	2 1/2" NYFD X 2 1/2" NST

	
	
	

	Union Carbide
	12
	6" NPT X 5" Storz Elbows

	
	
	

	Union Carbide
	1
	6" NPT F X 5" Storz

	
	
	

	Union Carbide
	4
	2 1/2" NST X 5" Storz

	
	
	

	Union Carbide
	1
	5" Storz X (4) 2 1/2" NST M

	
	
	


3.0 - Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.8 - FIRE TRUCKS


COMPANY
EQUIPMENT
	
	

	Chalmette Refining
	1 - 1992 2000 GPM w/ 1000 Gals ATC

	
	1 - 1992 75' 2000 GPM Aerial w/ 1000 Gals ATC

	
	

	Chevrontc \l1 "Chevron
	1 - 1999 3500 GPM Pumper w/ 1000 Gals ATC

	
	1 - 1999 3500 GPM Pumper w/ 1000 Gals ATC

	
	1 - 1989 2000 GPM Ladder/Platform w/ 500 Gals ATC

	
	

	Citgo
	1 - 1996 2500 GPM Foam Pumper w/ 1000 Gals ATC

	
	1 - 1981 1500 GPM w/ 2000 Gals ATC

	
	

	Conoco
	1 - 1991 2000 GPM Foam Pumper w/ 1000 Gals ATC

	
	            1500 GPM Hydro-Foam (TM) Deck Gun

	
	

	Cytec
	1 - 1000 GPM Pumper w/ 1000 Gals ATC

	
	

	Dow
	1 - 1985 2000 GPM

	
	1 - 1980 1000 GPM 50' Tel-Squirt w/ 1000 Gals FC600

	
	

	Exxon
	1 - 3500 Foam Pumper w/ 2000 Patriot II Deck Gun

	
	

	Marathon/Ashland
	1 - 1992 1250 GPM w/ 1000 Gals ATC

	
	1 - 1981 1500 GPM Pumper Trailer w/ 500 Gals 3X6

	
	

	Motiva/Convent 
	1 - 1250 GPM w/ 1,000 Gals ATC / 50' Snorkel

	
	1 - 1250 GPM

	
	

	Murphy Oil
	1 - 1250 GPM w/ 1,000 Gals ATC

	
	

	Motiva/Norco
	1 - 2000 GPM Pumper w/ 1000 Gals ATC

	
	



3.0 - Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.9 - OTHER EQUIPMENT


COMPANY
#
DESCRIPTIONtc \l5 "COMPANY
#
DESCRIPTION
	Cytec
	4
	150# Purple "K" Wheeled Fire Ext.

	
	
	

	Marathon/Ashland Oiltc \l1 "Marathon/Ashland Oil
	1
	4 each 350# Purple "K" Units on a Trailer

	
	10
	150# Purple "K" Wheeled Fire Extinguishers

	
	
	

	Motiva/Convent 
	2
	Foam Wands

	
	1
	5" Hose Clamp

	
	
	

	Union Carbide
	
	1000# Purple "K" Trailer Mounted

	
	
	

	Williams
	
	Daspit Tools

	
	
	Foam Wands

	
	
	Ambassodor 2X6 HydroChem Trailer Mount Gun


3.0 - Louisiana Emergency Response Mutual Assistance Network (Cont=d)
	3.10 - PUMPS


 COMPANY
#
GPM
DESCRIPTION
	B.P. Oil
	2
	2000
	Skid/Truck Mounted

	
	
	
	

	Chevron
	
	3000
	Trailer Mounted

	
	
	4000
	Trailer Mounted (Williams)

	
	
	
	

	Exxon
	
	6000
	Trailer Mounted

	
	
	4000
	Trailer Mounted

	
	
	
	

	LOOP LLC
	1
	2000
	Trailer Mounted

	
	
	
	

	Marathon
	
	2000
	Trailer Mounted

	
	
	
	

	
	
	4000
	Trailer Mounted (Williams)

	
	
	
	

	Motiva/Convent tc \l1 "Motiva/Convent 
	
	2000
	Trailer Mounted

	
	
	
	

	Murphy Oil
	
	3000
	Trailer Mounted

	
	
	
	

	UCC
	
	2000
	Trailer Mounted


· MURPHY OIL – MERAUX LOUISIANA REFINERY

· EMERGENCY RESPONSE ORGANIZATION AND TRAINING PLAN
1.0 Introduction/Scope
The information in this document establishes the ERT / Fire Brigade “Organizational Statement” and provides details on roles, responsibilities and relationship of the Emergency Response Organization at the Meraux Refinery, consisting of the Emergency Response Team (ERT), the Crisis Management Team (CMT), designated employees, designated emergency support personnel and external resources that may respond to facility emergencies. 

2.0 The Emergency Response Team (ERT)

As the first line of defense and to ensure safe, effective and timely response to emergencies on all shifts, Murphy has established an Emergency Response Team (ERT) organization consisting of employees volunteering for emergency response duties.  In some circumstances, management may also assign certain employees by job title to support or participate in the ERT organization. When notified of an emergency, on-duty ERT members leave their normal job assignments as soon as possible and quickly respond to the emergency scene to take action in concert with their training and qualifications. 

Within the Meraux ERT organization, specialized teams are trained and qualified to perform both “Incipient” and “Advanced Exterior” levels fire fighting operations; site-specific “Hazardous Materials Technician” level hazmat operations; “Rescue Technician” level high angle and confined space rescue operations; and “First Responder” level medical treatment and basic first aid/CPR.  Many ERT members are cross-trained within these teams and are qualified for multiple areas of emergency response.  In all cases, the actions that ERT members and designated ERT Leaders may take and the tasks they may perform in response to an emergency are limited by their training and qualifications.  

In response to emergencies, responding ERT members implement and use the ICS to ensure the safe and effective use of available resources.  ERT members work and function within the Operations Section of the ICS and designated ERT Leaders with experience, training and qualifications over and above that of the general ERT membership supervise and direct the tactical hands-on emergency response activities of other less experienced ERT members at the emergency scene.
3.0 Size of the ERT Organization

An average of about 60 to 65 trained and qualified ERT members are maintained at the Meraux facility. As necessary, management occasionally recruits new ERT members to maintain a good balance of emergency response capabilities on each of the rotating shifts.  On any one shift, the total number of ERT members available for response to an emergency is about 7 members.  A minimum of one qualified ERT Leader is maintained  on each of the rotating shifts to supervise the initial response actions and activities of the on-duty ERT members.  Additional off-duty ERT Leaders and members can be obtained (potentially about 40 members) through the notification and call-out process.  The ratio of ERT members working under the direction of each ERT Leader (span of control) is maintained between 3:1 and 6:1 in accordance with standard emergency response ICS protocols.

ERT Response Guidelines and Limitations

2.0 ERT response guidelines and limits of actions in response to emergencies are described below:

· ERT members will be provided with necessary equipment, tools, supplies and appropriately sized PPE as required to safely and effectively carry out their emergency response duties;

· ERT members will only perform emergency response duties for which they are appropriately trained and qualified;

· ERT members will not enter an enclosed structure (having a minimum of two walls and a roof) when a fire in the enclosed structure has advanced beyond the incipient stage;
· ERT members and other qualified personnel performing tactical hands-on response operations at the emergency scene will work within the Operations Section of the ICS under the direction and supervision of the Operations Section Chief and other qualified ERT Leaders assigned to supervisory or leader positions established within the Operations Section;

· ERT members performing fire fighting operations within the established hot and warm zones will wear a complete bunker gear ensemble and SCBA until atmospheric and other testing is completed and the Tactical Safety Officer and the On-Scene Incident Commander approve a lower level of protection and;

· ERT members will wear the highest level of PPE when performing HAZMAT operations within the established hot zone until atmospheric and other testing is completed and the Tactical Safety Officer and the On-Scene Incident Commander approve a lower level of protection.

4.0 ERT Qualification Requirements

Below are the minimum qualification requirements established for the Meraux ERT. 

Initial ERT Member Qualification Requirements

Before being recognized as an ERT member and participating in emergency response activities, an employee must meet the following minimum qualifications:

· Be approved by Murphy  management for participation in the ERT program;

· Be medically and physically capable of performing assigned ERT duties as verified by a medical and physical evaluation performed by a qualified company physician; 

· Successfully complete a 40-hour site-specific “Hazardous Material Technician” level training program for entry and support operations;

· Successfully complete a third party sanctioned (such as Pro-Board) NFPA 1081 certification program for performing “Advanced Exterior” level industrial fire fighting;

· Successfully complete an 8-hour NIMS-ICS training program compliant with requirements of the FEMA ICS-100 and ICS-200 basic and intermediate programs for the petroleum industry and;

· Successfully complete a basic first aid / CPR or higher-level medical treatment training program.

NOTE: Exceptions to the above minimum qualification requirements are as follows:

· Employees approved for ERT membership before January 1, 2008 are exempt from the third party NFPA 1081 “Advanced Exterior” level certification requirement, but should be scheduled to complete this training as soon as their schedules will allow.

Annual ERT Member Re-Qualification Requirements

Once an employee is qualified as an ERT member, the employee must meet the following annual re-qualification requirements to maintain their ERT member status:

· Maintain medical and physical fitness for performing assigned ERT duties as verified by a medical and physical evaluation performed by a qualified company physician.

· Successfully complete an 8-hour site-specific “Hazardous Material Technician” level refresher training program for entry and support operations;

· Attend, participate, and successfully complete quarterly ERT fire fighter training as scheduled;

· Attend, participate and successfully complete annual ERT live fire training involving simulated props that are a representative of the hazards that could be encountered by ERT member and; 

· Attend, participate and successfully complete basic first aid / CPR or higher refresher training only as required to maintain the selected program certification requirements.

NOTE: ERT members joining the Rescue Team must be trained and qualified for high angle rope and confined space rescue operations before participating in these activities.  Annual re-qualification training requirements for maintaining required knowledge and skills for high angle rope and confined space rescue operations must also be completed for ongoing participation

Initial and Annual ERT Leader Qualification Requirements

ERT members must initially and annually meet the following minimum qualification requirements before being recognized as a qualified ERT Leader:

· Be a qualified ERT member for a minimum of five years;

· Be approved and recognized by Meraux management as having the qualities of a leader;

· Complete annual re-qualification requirements established for ERT members;

· Serve in a ICS leader/supervisor capacity during scheduled ERT training, drills and exercises and;  

· Annually attend, participate and successfully complete a minimum of 24-hours of advanced emergency response related training that is over and above that provided to the general ERT membership and;

· Routinely assess capabilities of the ERT organization and submit suggestions for improvements to the ERT program coordinator.

5.0 Designated Employees

In addition to the ERT organization, Murphy also provides designated process operators and maintenance personnel with “Incipient” level fire training and “Technician” level HAZMAT training for using fire fighting and spill containment equipment and supplies that are available in their immediate work areas.  Using available equipment and supplies, these trained and qualified employees may take immediate action to extinguish a small fire in the early stages or may stop releases, contain and clean-up minor spills of process materials in their immediate work areas.  These designated employees may also be used to support ERT activities at the emergency scene.  Annual “Incipient” level firefighting and 8-hour HazMat refresher training are required for these designated employees.

6.0 The Crisis Management Team (CMT)

Murphy also has established a Crisis Management Team (CMT) consisting of designated mangers and supervisors having specific management or job skills that are easily adapted to pre-assigned positions within the expanded NIMS-ICS organization. The CMT provides the additional in-house resources needed to expand the ICS to a higher level of management in response to a complex emergency event. 

To ensure a safe, effective and timely response to emergencies during all hours of operation, designated CMT members (Shift Supervisors) on each of the rotating shifts are pre-assigned to assume specific ICS job position responsibilities.  In response to a reported emergency, these designated CMT members immediately begin crisis management activities and provide support for the responding on-duty ERT members working within the Operations Section of the ICS.

Using an established emergency notification process, other designated CMT members may be notified of the emergency condition and the Meraux Emergency Operations Center (EOC) may be activated.  When deemed necessary for safe and effective management of the event, these designated CMT members leave their normal job assignments and assume their pre-assigned ICS positions in the EOC.  From the EOC location, the CMT manages crisis related to the consequences of the event, manages ongoing facility operations and supports the emergency response activities of the ERT members working at the emergency scene.  When the EOC is activated, the designated CMT members working in the field assume a support role as on-scene deputies to the ICS positions established in the EOC.  In some cases the designated CMT members may be released to return to normal supervisory positions in their assigned work areas.

The CMT can seamlessly shift into a “Unified Command” type of ICS organization if other jurisdictional authorities and agencies outside of the Meraux facility are impacted and/or have a stake in effective management of the event.  

All CMT members are required to have a minimum of 8-hours of petroleum industry specific NIMS ICS training compliant with the objectives of FEMA – ICS 402 – ICS Summary for Executives and a minimum of 2-hours of ICS refresher training annually thereafter.

CMT members assigned to the On-Scene Incident Commander position on each of rotating shifts are required to have a minimum of 24 hours of initial ICS training and have competency in the following areas before assuming this position:

· Know and be able to implement and use the Meraux Incident Command System;

· Be familiar with the contents and know how to implement the Meraux Crisis Management Plan;

· Know and understand the hazards and risks associated with employees working in personal protective clothing;

· Know response limitations and how to activate the Meraux Emergency Response Team;

· Know how to implement the Local Emergency Response Plan, (i.e., call for Mutual Aid if needed) and;

· Know and understand the importance of decontamination procedures.

7.0  Designated Emergency Support Personnel

In the event of a complex emergency condition, other Meraux employees having special job skills may be selected by CMT members to perform various duties and job functions within their specific area of ICS responsibility. Using an established emergency notification process, these designated emergency support personnel may be notified of the emergency condition requiring their assistance and they may be assigned to a support role within the ICS organizational structure.  When deemed necessary for safe and effective management of the event, these designated support personnel leave their normal job assignments and take on their assigned ICS positions. 

8.0 External Resources

To ensure and adequate pool of reserve resources are available for response to emergencies, Murphy has established a tiered response plan to obtain additional external emergency response resources when required.  This plan includes a notification and call-out process for obtaining off-duty employees as well as resources that may be available from other Murphy Oil USA facilities, local emergency service providers, mutual aid partners, and emergency services contractors.  Using the established emergency notification process, these external resources may be notified of the emergency condition requiring their assistance and response to the Meraux facility. 

9.0 Maintaining the Emergency Response Organization

The Meraux Emergency Response Coordinator is assigned responsible for ensuring a viable Emergency Response Organization is maintained for the facility.   The Emergency Response Coordinator routinely performs an assessment of the preparedness of the organization.  Any identified weakness or deficiencies discovered are reported to senior management for resolution.  The Crisis Management Plan is review and updated annually.

Under the direction of the Manager of HSSE, the Emergency Response Coordinator serves as the ERT program coordinator.  In this capacity the Emergency Response Coordinator develops the annual ERT training schedule, monitors training attendance, identifies equipment needs, purchases required equipment and supplies, oversees the maintenance and inspection of equipment, receives and evaluates suggestions for improvement. Additionally, the Emergency Response Coordinator annually reviews ERT training and qualification records to verify and certify that each ERT member has met the minimum training and qualification requirements for participation in the ERT program.

10.0 References

OSHA - 29 CFR 1910.120 Paragraph (q)

OSHA – 29 CFR 1910.156

OSHA – 29 CFR 1910.146
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Figure 2-2


Initial Response ICS Organization
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Fully Expanded ICS Organization
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Figure 3-1


Incident Report Form





Figure 3-2


Sample EOC Layout Plan
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TO REPORT AN EMERGENCY CALL - 211


       YOU MAY ALSO CONTACT EMERGENCY DISPATCH USING PLANT RADIO SYSTEM 








PRIORITY�
ACTION�
�






1. ASSESSMENT


Identify the hazard and risk 


Review MSDS


Review ERGB


Call for HELP if necessary�
Approach from upwind side and position ICP in safe location. Identify the product involved and consult reference guides for evaluation of the hazard and risk. Initiate the ICS, establish control zones, provide initial situation and needs report, and give direction to team.  �
�






2. LIFE SAFETY


Rescue


Medical Treatment


Evacuation�
Activate Rescue Team as necessary to move any trapped or injured personnel to place of safety. Provide priority medical treatment in accordance with established protocols.  Evacuate (shelter-in-place) plant facilities and the community as necessary.�
�






3. INCIDENT STABILIZATION


Exposure Protection


Containment


Mitigation�
Establish decon area(s). Use appropriate level of PPE to contain the product and protect sensitive areas, by booming, damming, diking, redirecting, etc.  Stop the flow of material from the source by plugging, patching, closing valves, repairing gaskets, etc.�
�






4. PROPERTY CONSERVATION


Environmental Protection


Overhaul / Collection / Disposal


Salvage�
Neutralize, dilute, or take other action to minimize damage to the environment.  Collect spilled material, store in approved containers and dispose of the material according to regulatory requirements.  Decontaminate equipment, tools, etc. and restore the area to pre-incident conditions when possible.  �
�






PRIORITY�
ACTION�
�






1. ASSESSMENT


Identify the hazard and risk 


Review MSDS


Review ERGB


Call for HELP if necessary�
Approach from upwind side and position ICP in safe location. Identify the product involved and consult reference guides for evaluation of the hazard and risk. Initiate the ICS, establish control zones, provide initial situation and needs report, stress safety issues and give direction to team.  �
�






2. LIFE SAFETY


Rescue


Medical Treatment


Evacuation�
Activate Rescue Team as necessary to move trapped or injured personnel to place of safety. Provide priority medical treatment in accordance with established protocols.  Shelter or evacuate plant facilities and the community as necessary.�
�






3. INCIDENT STABILIZATION


Exposure Protection


Containment


Mitigation - Extinguish the Fire �
Protect and cool adjacent structures, process equipment, piping, etc. with water streams. Apply foam to pooled liquid fires.  Shut down units/processes impacting or impacted by the incident. Terminate electrical power. Stop the flow of material feeding the fire by closing isolation valves.  Use a combination of water foam and dry chemical to extinguish the fire.�
�






4. PROPERTY CONSERVATION


Protection of Environment


Overhaul / Collection / Disposal


Salvage�
Maintain foam blanket on pooled liquids. Collect any spilled material in approved containers and dispose of the material according to regulatory requirements.  Decontaminate equipment, tools, etc. and restore the area to pre-incident conditions when possible.  Clean and dry equipment.�
�






PRIORITY�
ACTION�
�






1. ASSESSMENT


Identify the hazard and risk 


Review MSDS


Review ERGB


Call for HELP if necessary�
Approach from upwind side and position ICP in safe location. Identify the product involved and consult reference guides for evaluation of the hazard and risk. Initiate the ICS, establish control zones, provide initial situation and needs report, and give direction to the ERT.  �
�






2. LIFE SAFETY


Evacuation 


Rescue


Medical Treatment


�
Eliminate ignition sources.  Order shelter in place and evacuate plant facilities and the community as necessary.  Move any trapped or injured personnel to place of safety. Provide priority medical treatment in accordance with established protocols.  �
�






3. INCIDENT STABILIZATION


Exposure Protection


Containment


Mitigation�
Use appropriate level of PPE to establish water fog and water spray from a distance to contain and control the release to the maximum extent possible.  Stop the flow of material from the source by closing valves, and shutting down unit operations as necessary.�
�






4. PROPERTY CONSERVATION


Environmental Protection


Overhaul 


Salvage�
Take action to minimize damage to the environment that may result from the release. Maintain water fog as necessary to prevent ignition.  Clean and dry equipment, tools, etc. and restore the area to pre-incident conditions when possible.  �
�






PRIORITY�
ACTION�
�






1. ASSESSMENT


Identify the hazard and risk 


Review MSDS


Review ERGB


Call for HELP if necessary�
Approach from upwind side and position ICP in safe location. Identify the cause of injuries or fatalities (if possible) and if chemical exposures are suspected, consult reference guides as necessary for evaluation of the hazards and risks.  Initiate the ICS, establish control zones, provide initial situation and needs report, stress safety issues and give direction to team.  �
�






2. LIFE SAFETY


Rescue


Medical Treatment


Evacuation�
Activate Rescue Team as necessary and use the appropriate level of PPE to move trapped or injured personnel to place of safety. Provide priority medical treatment in accordance with established protocols.  Protect from exposure to body fluids. Shelter or evacuate plant facilities and the community as necessary.�
�






3. INCIDENT STABILIZATION


Patient decontamination


Triage area for multiple injuries


Air/Ground Transportation


Secure scene if there are fatalities


Temporary Morgue


Clergy/CISM Counselors


Next of kin notifications �
Establish patient decontamination and triage areas as necessary for multiple injuries. Call for air and ground ambulance as required.  Establish landing zone for air-ambulance. If there are confirmed fatalities, contact Coroner, treat the area as a crime scene and secure the area. For multiple fatalities establish temporary morgue as necessary.  Coordinate with the Safety Officer to obtain clergy and CISM counselors for responders and family of any seriously injured or deceased employees.  Coordinate with Safety Officer to make appropriate notifications of next of kin for any seriously injured or deceased employees.�
�






PRIORITY�
ACTION�
�






1. ASSESSMENT


Identify the hazard and risk 


Test Atmosphere (if applicable)


Review MSDS


Call for HELP if necessary�
Approach from upwind side and position ICP in safe location.  Assess conditions of incident.  As appropriate, test atmosphere to determine hazards, risks and PPE requirements.  Initiate the ICS, establish control zones, provide initial situation and needs report, stress safety issues and give direction to team.  �
�






2. LIFE SAFETY


Establish safe entry conditions


Rescue


Medical Treatment


Evacuation�
Call for and stage an ambulance for standby.  Use the appropriate level of PPE, shore-up, improve grade and/or use tools/rigging as necessary to gain access to any trapped and injured personnel.  Provide priority medical treatment in accordance with established protocols to stabilize and package injured personnel.  Protect from exposure to body fluids. �
�






3. INCIDENT STABILIZATION


Patient decontamination


Establish lowering/hauling systems


Move trapped/injured to safety


Air/Ground Transportation�
Establish patient decontamination as necessary. Establish lowering or hauling systems as necessary and move injured and trapped personnel to a place of safety.   Call for air and ground ambulance as required.  Establish landing zone for air-ambulance as required.�
�






PRIORITY�
ACTION�
�






ASSESSMENT


(Person Receiving Threat)





Maintain Composure


Identify Physical Features


Get Vehicle Description


Write Down Threat Details


Immediately Report Threat�
Remain calm and gather as much information as possible. If you see the perpetrator, estimate age, height and weight. Note hair and skin color, style of clothing, noticeable scars, tattoos, or other unique physical features. Note any descriptive accent. If vehicle is seen, note the color, make, model and license plate number.  Immediately write down details and what was said.  Note the time of the threat and any directions or time of planned actions.  Ask, “what is your purpose.” Report the threat to your supervisor.�
�






2. LIFE SAFETY


Stop Use of Electronic Devices 


Evaluate Credibility of Threat


Order Visual Search of Threat Area


Evacuate Threat Area�
Do not use radios or other electronic devices in area of a bomb threat.  Make determination on credibility of threat. As deemed necessary, request all employees to perform quick visual search/inspection of their work area, evacuate and report anything unusual or out of place. �
�






3. INCIDENT STABILIZATION


Contact Law Enforcement


Secure Threat Area


Assemble CMT


Contain and Neutralize the Threat


Develop/ Execute Mitigation Plan�
Contact law enforcement agencies and secure the area of the threat as appropriate.  Assemble the CMT as necessary to manage crisis and support threat mitigation activities.  Contain and neutralize the threat to the maximum extent possible.  Develop and execute a threat mitigation plan to eliminate the threat.�
�






    Figure 4-1





PRIORITY�
ACTION�
�






1. ASSESSMENT


Identify the hazard and risk! 


Material involved?


Size of release?


Downwind impacts?�
Approach from upwind side, position ICP in safe location and implement the ICS.


Identify material involved.


Evaluate potential downwind impacts and determine the need to shelter in place or evacuate personnel inside and outside the fence line. �
�






2. LIFE SAFETY


Immediate downwind threat?


Potential threat to community?


Potential plant wide threat?�
As required, order shelter-in-place or evacuation of all personnel working    downwind. 


As required, direct EDC to notify local 911 center of the release. Give name of material    and downwind threat to community.


Account for all personnel working in the immediate area and downwind of release.


As required, order evacuation of other areas   or the entire facility.


Verify accountability of all personnel       working at and visiting the facility at the time  of the incident.      �
�






3. INCIDENT STABILIZATION


Eliminate the threat.


Secure contaminated areas.


Restore pre-emergency conditions.�
Take action to isolate and stop the release or shut down process operations as necessary to eliminate the threat.


Sound all-clear alarm when threat is eliminated.


Notify 911 center that the threat to the community has been eliminated. 


Take action to restore pre-emergency conditions.�
�
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Incident Commander – Command Staff
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Safety Officer - Possible Assistants





Information Officer





Media Room Coordinator
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Information Officer – Possible Assistants








Scene Security Coordinator





Site Security Coordinator
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 Security Officer – Possible Assistants
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Liaison Officers – Possible Assistants





Operations Section Chief





Branch Directors





Division / Group Supervisors





Strike Team / Task Force Leaders
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Operations Section Organization








Production/Recovery Section Chief
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Production and Recovery Organization
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 Logistics Section Organization





Planning Section Chief
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Planning Section Organization





Finance/Administration Section Chief
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 Finance & Administration Section Organization





Legal Advisor





Procurement Unit





Facilitate meeting


Provide Situation Briefing


Confirm availability of resources


Verify support for the proposed plan


Document decisions & assigned actions





Clean up ICS-215 & make hard copies for attendees 


Notify participants of meeting location & time


Setup meeting room





Facilitate meeting


Provide Situation Briefing


Review proposed strategy, tactics &


resource requirements


Identify resource shortfalls


Assure the strategy & tactics comply with IC/UC objectives


Mitigate Logistics and Safety issues











Monitor progress of implementing the IAP


Measure/ensure progress against stated objectives


Maintain Situation and Resource status


Debrief resources coming off shift


Maintain interaction with Command and General Staff





Setup briefing area


Provide situation briefing


Distribute copies of IAP


Facilitate briefing


Make adjustments to IAP, if necessary








Develop components of the IAP


Review completed IAP for correctness


Provide IAP to IC/UC for review and approval


Make copies of IAP for distribution





Check-in


Receive IC/UC Briefing


Activate Plans Section


Organize & brief subordinates


Acquire work materials





Facilitate ICS-201 brief


Obtain ICS-201 & distribute to RUL & SUL 


Document results of ICS-201 briefing





Setup meeting room


Facilitate Meeting


Provide recorder to document discussion points





Meet with Operations to determine strategies, tactics & resource requirements


Complete ICS-215


Notify meeting participants of scheduled meeting


Setup meeting room





Setup Meeting Room


Facilitate meeting


Provide recorder to document decisions


Distribute and post decisions





Setup meeting room


Facilitate meeting


Provide Situation Briefing


Receive work tasks & assignments


Resolve conflicts & clarify roles & responsibilities
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Meeting Guidelines:


- Always start on time


- Always provide Ground Rules


- Always display Command Presence


- Keep meetings on track (30-minute rule)


- Set up meeting rooms well in advance in accordance with recommended layouts


- Discuss roles with staff members before the meeting


- Know who will speak


- No dead air time


- No surprises


- Keep the meeting positive and flowing








Meeting Ground Rules:


- Turn off cell phones and pagers (or turn to vibrate)


- No side conversations


- Stick to the Agenda
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