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1. GENERAL INFORMATION
1.1 Introduction
The Manufacturing Hurricane Response Plan (the Plan) has been developed to serve as a guide for response actions to be taken by the Manufacturing Incident Management Team (IMT) to support the hurricane response operations of the Meraux Refinery.  Hurricane operations that range from daily meetings to a complete shutdown and subsequent recovery following a hurricane will require coordination of efforts by both entities of Murphy Oil USA, Inc.  The Plan provides detailed guidance for accomplishing a coordinated response to all hurricane response stages.  It is the goal of the Murphy Manufacturing IMT to provide command and logistical support to the Meraux Refinery personnel in order to safeguard lives and property, and to minimize the financial impact of a hurricane.  Murphy Oil USA, Inc. believes that the appropriate hurricane response can only be accomplished by close coordination of Manufacturing and Refinery hurricane response actions at all hurricane response stages.

In concert with the direction of the U. S. Department of Homeland Security, the Manufacturing Hurricane Response Plan and the Meraux Refinery Hurricane Preparedness Plan have used the concepts, principles, organization structure and terminology consistent with the National Information Management System (NIMS) Incident Command System (ICS).  In the event of a hurricane event that requires support from governmental agencies at any level, Murphy’s use of the NIMS ICS will facilitate the transition to, and use of the NIMS Unified Command System (UCS).
The Plan is a working document subject to change.  All personnel affected by the Plan may suggest changes and request clarification if unsure of any Plan content.  Understanding of the Plan by all personnel will help ensure safe and coordinated operations.
An annual Plan review, Manufacturing IMT refresher training and a hurricane response table top drill should be conducted annually to ensure that the Plan will effectively meet hurricane response requirements.  Additional exercises may be conducted as determined by the Vice-President of Refining (Manufacturing IMT Incident Commander) and the Meraux Refinery Manager (Meraux Refinery IMT Incident Commander).
1.2 Document Control

1.2.1 Document Conflicts

The Plan is designed to work in parallel with the Meraux Refinery Hurricane Preparedness Plan.  Any conflicts between the Plan and the Meraux Refinery Hurricane Preparedness Plan will be resolved by the Manufacturing IMT Incident Commander.
1.2.2 Responsibility

The Vice-President of Refinery Support is responsible for the maintenance and updating of the Plan and ensuring that all necessary revisions are made in a timely manner.  The Vice-President of Refinery Support will maintain the “Master” copy of the Manufacturing Refinery Hurricane Preparedness Plan.  Questions concerning the most current version and date of the Plan should be directed to the Vice President of Refinery Support.  The Vice-President of Refinery Support will notify the developers of the Meraux Refinery Hurricane Preparedness Plan and the Manufacturing Hurricane Response Plan of any required changes to their plans.
1.2.3 Plan Review

The Plan shall be reviewed annually and revised as necessary to ensure that it is comprehensive and current.  The Plan review will be coordinated with the Meraux Refinery’s annual review of its Hurricane Preparedness Plan.  The Vice-President of Refinery Support will be responsible for ensuring that the annual review occurs and the review results are documented in the Plan documents.  The annual Plan review will be performed prior to June 1st.  The Vice-President of Refinery Support will also be responsible for ensuring documentation of changes identified during a critique of a hurricane response table top drill or actual response to a hurricane.

1.3 Response Plan Acronyms and Abbreviations

ACP 


Area Contingency Plan

ALF


After Landfall

CDC 


Centers for Disease Control (U.S. Federal)

CERCLA 
Comprehensive Environmental Response Compensation & Liability Act of 1980

CERT 


Community Emergency Response Team

CHEMTREC

Chemical Transportation Emergency Center

CLMS


Claims Specialist

COML


Communications Unit Leader

COMP


Compensation/Claims Unit Leader

COST


Cost Unit Leader

CWA 


Clean Water Act (33 USC 1321)

DHS


Department of Homeland Security (U.S. Federal)

DOC 


Department of Commerce (U.S. Federal)

DOCL


Documentation Unit Leader

DOD 


Department of Defense (U.S. Federal)

DOE 


Department of Energy (U.S. Federal)

DOI 


Department of Interior (U.S. Federal)

DOJ 


Department of Justice (U.S. Federal)

DOL 


Department of Labor (U.S. Federal)

DOS 


Department of State (U.S. Federal)

DOT 


Department of Transportation (U.S. Federal)

EMS


Emergency Medical Services

EOC 


Emergency Operations Center

EPA 


Environmental Protection Agency (U.S. Federal)

ERP


Emergency Response Plan

FACL


Facilities Unit Leader

FBI


Federal Bureau of Investigation

FDUL


Food Unit Leader

FEMA 


Federal Emergency Management Agency

FOSC


Federal On-Scene Coordinator

FRP 


Facility Response Plan

FSC


Finance Section Chief

FWPCA

Federal Water Pollution Control Act

GRP 


Geographic Response Plan

HRSL


Human Resource Section Leader (Technical Specialist)
IAP


Incident Action Plan
IC


Incident Commander

ICE


Immigration and Customs Enforcement (U.S. Federal)

ICS


Incident Command System

LEMC


Local Emergency Management Coordinator

LEPC 


Local Emergency Planning Committee

LNO


Liaison Officer

LOSC


Local On-scene Coordinator

LSC


Logistics Section Chief

MOA 


Memorandum of Agreement

MOU 


Memorandum of Understanding

NEPA 


National Environmental Policy Act (U.S. Federal)

NIMS


National Incident Management System

NMFS 


National Marine Fisheries Service (U.S. Federal)

NOAA 


National Oceanic and Atmospheric Administration (U.S. Federal)

NPFC 


National Pollution Funds Center (U.S. Federal)

NPS


National Park Service (U.S. Federal)

NRC 


National Response Center (U.S. Federal)

NRDA 


Natural Resource Damage Assessment

NRF


National Response Framework

NRT 


National Response Team (U.S. Federal)

NSF 


National Strike Force (U.S. Federal)

NTSB 


National Transportation Safety Board (U.S. Federal)

NWS


National Weather Service

OPA 90


Oil Pollution Act of 1990

OPBD


Operations Branch Director

ORDM


Ordering Manager

OSC 


On-Scene Coordinator




Operations Section Chief
OSHA 


Occupational Safety and Health Administration

OSLTF 


Oil Spill Liability Trust Fund

OSRO


Oil Spill Response Organization

PROC


Procurement Unit Leader

PIO 


Public Information Officer

PLF


Pre-landfall

PSC


Planning Section Chief

RCRA 


Resource Conservation and Recovery Act

REC


Recovery

RESL


Resource Unit Leader

RP 


Responsible Party

RRT 


Regional Response Team

SAR 


Search and Rescue

SARA 


Superfund Amendments and Reauthorization Act of 1986

SECM


Security Manager

SERC 


State Emergency Response Commission

SITL


Situation Unit Leader

SOFR


Safety Officer

SOP 


Standard Operating Procedures

SOSC 


State On-Scene Coordinator

SPUL


Supply Unit Leader

SSC 


Scientific Support Coordinator (U.S. Federal)

STAM


Staging Area Manager

USA 


U.S. Army

USACE 

U.S. Army Corps of Engineers

USAF 


U.S. Air Force

USCG 


U.S. Coast Guard

USDA 


U.S. Department of Agriculture

USDHHS 

U.S. Department of Health and Human Services

USFS 


U.S. Forest Service

USFWS 

U.S. Fish and Wildlife Service

USGS


U.S. Geological Survey

USMC 


U.S. Marine Corps

USN 


U.S. Navy

USPHS 

U.S. Public Health Service
1.4 ICS FORMS
Through the course of hurricane response or an incident, ICS Forms are used to provide accurate, disciplined and consistent capture of information and activities.  The ICS Forms are intended to serve as a tool rather than an end unto themselves.  Not all forms are used for all incidents.  Smaller incidents may require only the use of the initial ICS-201 Incident Briefing Form.  As the magnitude of an incident increases to the point that continuous operational periods are required, more of the ICS Forms will be used.  The ICS Forms are included in Appendix A.  Completed ICS Forms should be copied to the following network drive location:  G:\Response\Downstream Emergency Response\Current Day Reports.  Documentation Unit personnel will review the completed ICS Forms and save them to an archive file.  The following table summarizes the typical forms used in a significant incident and the position in the organization responsible for filling out the form(s).
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Blank electronic versions of the ICS Forms will be available on a network drive.  The Documentation Unit Leader will email the location of the blank ICS Forms to all IMT members.

1.5 Storm Classifications

1.5.1 Storm Classifications
Tropical Cyclones in the Western hemisphere are broken into three classifications:  Tropical Depression, Tropical Storm and Hurricanes.  The following table presents the wind speeds for each of the classifications.

	Tropical Cyclone Classification

	Tropical Depression
	20-34kts   23-39mph

	Tropical Storm
	35-64kts   40-73mph

	Hurricane
	65+kts or 74+mph


1.5.2 Hurricane Classification
Hurricanes are further classified by intensity.  Until the 2010 hurricane season, the National Weather Service has used the Saffir-Simpson Hurricane Scale which used a 1-5 rating based on a hurricane's present intensity.  The intensity was determined based primarily upon wind speed and to a lesser extent the hurricane’s barometric pressure.  The ratings in the pre-2010 versions of the Saffir-Simpson Hurricane Scale were used to give estimates of the potential property damage, storm surge and flooding expected along the coast from a hurricane landfall.  However, wind speed and barometric pressure alone have proven to be poor predictors of storm surge.  The ocean depth and slope of the ocean floor in the vicinity of a hurricane’s landfall have proven to be the primary factors determining storm surge.  Beginning with the 2010 hurricane season, the National Weather Service will use the Saffir-Simpson Hurricane Wind Scale.  The scale provides examples of the type of damage and impacts associated with winds of the indicated intensity.  In general, damage rises by about a factor of four for every one number category increase.  Forecasting of hurricane storm surge and potential flooding will be based on the specific area of hurricane landfall, and handled separately from the classification of hurricane intensity in the Saffir-Simpson Hurricane Wind Scale.  The following table presents the wind speed associated with each hurricane classification:

	Saffir-Simpson Hurricane Wind Scale

	Strength
	Wind Speed (Kts)
	Wind Speed (MPH)

	Category 1
	65- 82 kts
	74- 95 mph

	Category 2
	83- 95 kts
	96-110 mph

	Category 3
	96-113 kts
	111-130 mph

	Category 4
	114-135 kts
	131-155 mph

	Category 5
	>135 kts
	>155 mph


1.5.3 Additional Hurricane Information
The hurricane season lasts from June through November.  As discussed in Section 1.5.2, the severity classification of a hurricane is based on its maximum sustained winds.  The following table provides information on damage expectations for each hurricane category by type of structure and examples of previous Gulf Coast hurricanes in the category:
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According to the National Weather Service, Category 1 – 5 hurricanes can be expected within 80 miles of New Orleans with the following frequencies:
	Category
	Frequency

	
	New Orleans
(once in x years)

	1
	8

	2
	19

	3
	32

	4
	70

	5
	180


Hurricane severity and path are influenced by subtle shifts in pressure patterns, which make it difficult to project storm path times and locations.  Hurricane preparedness must account for forecast uncertainty and include worst likely storm path preparedness.  Highest preparedness levels must be achieved when the NE quadrant of the storm is expected.  Because hurricanes rotate counter-clockwise, the NE quadrant will carry the strongest winds, the most rainfall and highest tidal surge.

A total Refinery shutdown may be considered when gale/hurricane winds are projected for the immediate area due to wind-blown objects and the possibility of lightning/wind knocking out electrical power lines.  In the case of total refinery shutdown, all employees may be evacuated or a “Standby Crew” may be required to shelter at the facility.  As recommended by the National Weather Service, the personnel should be sheltered prior to hurricane force winds reaching 39 mph in the Refinery area.
In addition to strong winds and rainfall, hurricanes can also be accompanied by storm surges and tornadoes.  A storm surge is abnormally high water associated with tropical storms or hurricanes as they approach or move across the coastline.  The advisories often describe the anticipated height of the storm surge above normal tide.  Tornadoes usually cover an area about 300 yards with winds up to 300 miles per hour.  They generally have a short life, sweeping a path of an average 16 miles long moving 25-40 miles per hour in a northeasterly direction.

1.5.4 Glossary
Flash Flood Warning – Flash flood is imminent; take immediate action.
Flash Flood Watch – Flash flood is possible in the area; stay alert.

Gale Warnings – Announcement issued when winds of 39-54 miles an hour (34-47 knots) are expected.

Hurricane – A violent storm with pronounced rotary circulation and constant wind speed of 74 mph (64 knots) or more. In the Northern hemisphere, winds in hurricanes blow in a counterclockwise direction around its center.  The size of the storm may range from 1 to 1000 miles in diameter.  Hurricanes are usually accompanied by rain, thunder, lightning, and possible tornadoes. Water and high winds constitute the hurricane's greatest threat.  

Hurricane Center or Eye – The relatively calm area near the center of the storm.  In this area winds are often light and the sky may be only partly covered by clouds.

Hurricane Force Winds - Winds of 74 miles per hour (64 knots) or higher.

Hurricane Warning – An announcement issued by the U.S. Weather Bureau when hurricane conditions are expected in a specified coastal area in 24 hours or less. Hurricane conditions include winds of at least 74 mph (64 knots) rotating counterclockwise around the center and/or dangerously high tides and waves. A warning may describe coastal areas where dangerously high water or exceptionally high waves are forecast, even though winds may be less than hurricane force.  Actions for protection of life and property should begin immediately when the warning is issued.  Hurricane warnings are seldom issued more than 24 hours in advance.  If the hurricane’s path is unusual or erratic, the warnings may be issued only a few hours before the beginning of hurricane conditions.

Hurricane Watch – An announcement issued by the U.S. Weather Bureau when there is a threat of hurricane conditions within 24-36 hours.  A hurricane watch indicates hurricane conditions are a real possibility, but does not mean they will happen.  When the watch is used, everyone in the area should listen for advisories and be prepared to act quickly if a hurricane warning is issued.

Impact Time/Landfall – The time hurricane force winds arrive at the Louisiana coastline.  This time will be provided by the Impact Weather forecast and should be used as important information in considering whether or not to activate the Hurricane Response Plan.

Small Craft Cautionary Statements – When a tropical cyclone threatens a coastal area, small craft operators are advised to remain in port or not to venture into the open sea.

Stage 1 Pre-landfall – A named storm is approaching the Gulf of Mexico.
Stage 2 Pre-landfall – A named Storm is 96 hours away from landfall and predicted to hit between New Iberia, LA and Pascagoula, MS.
Stage 3 Pre-landfall – A named Storm is 48 hours away from landfall and predicted to hit between New Iberia, LA and Pascagoula, MS.
Stage 4 Pre-landfall – A named Storm is 24 hours away from landfall and predicted to hit between New Iberia, LA and Pascagoula, MS.
Stage 5 Pre-landfall – St. Bernard Parish issues a mandatory evacuation notice or the Meraux Refinery IMT Incident Commander orders a Refinery evacuation.
Stage 6 After Landfall – A named storm has made landfall.  There may be a loss of communications.  The status of the Standby Team and the Refinery may be unknown.

Stage 7 After Landfall – A named storm has made landfall.  Preparations for re-entry to the Refinery and assessment of damages are made.

Stage 8 After Landfall – A named storm has made landfall.  Good communication has been restored with the Standby Team at the Refinery.

Stage 9 After Landfall – A named storm has made landfall.  The damage assessment team has been given authorization to enter the Refinery and an assessment of damage to the Refinery is being conducted.
Stage 10 Recovery – Refinery startup has begun.  There is full communication between the Manufacturing IMT and the personnel in the Refinery.  Refinery personnel not essential for the Refinery startup may not have returned to the Refinery.
Stage 11 Recovery – The Refinery is fully online and all Refinery personnel have returned to work.
Storm Tide – The abnormally high water associated with tropical storms or hurricanes as they approach or move across the coastline.  The advisories often describe the anticipated height above normal tide.

Storm Surge – The onshore rush of sea or lake water caused primarily by the high winds that are associated with a landfall hurricane, typhoon, or tropical cyclone and secondarily by the low pressure of the storm.
Shutdown Plan – A plan indicating the order in which units will be shut down based on their importance as the storm approaches.

Storm Warnings – Issued when winds of 55-73 mph (48-63 knots) are expected.  Gale and storm warnings indicate the coastal area affected by the warning, the time during which the warning will apply, and the expected intensity of the disturbance.  When gale or storm warnings are part of a tropical cyclone advisory, they may be changed to a hurricane warning if the storm continues along the coast.

Tornado – A violent whirling wind accompanied by a funnel-shaped cloud that progress in a narrow path over land.  These storms follow a very irregular path, touching down to the ground and rising, then touching down again.  They are generally of short duration.

Tornado Warning – Issued by the National Weather Service when a tornado has been sighted in the area or that radar indicates that a tornado in the area may be imminent.

Tornado Watch – Issued by the National Weather Service when tornadoes are expected to develop.
Tropical Cyclone – See Hurricane.
Tropical Depression – Storm with rotary circulation at the surface, and constant wind speed of 38 mph (33 knots) or more.

Tropical Disturbance – A moving area of thunderstorms in the Tropics that maintains its identity for 24 hours or more.
Tropical Storm – Storm with distinct rotary circulation at the surface, and constant wind speed of 39-73 mph (34-63 knots) or more.

1.5.5 Information Sources

Murphy Oil USA, Inc. has subscribed to the Impact Weather, Inc. service for Hurricane weather updates.  The subscription is managed by the Meraux Refinery’s Human Resources Manager.  Additional information is available from the National Weather Service which detects and tracks storms to provide advanced warnings of hurricanes.  Other information sources also provide storm tracking and warning information.  The following table provides the Impact Weather, Inc. update schedule.
	Impact Weather, Inc.

Update Schedule
	Every 24 hours when a tropical storm or hurricane is outside the Gulf of Mexico and the Caribbean.

	
	Every 12 hours when a tropical storm or hurricane is in the Atlantic Ocean or the Caribbean and attempting to enter the Gulf of Mexico.

	
	Every 6 hours when a tropical storm or hurricane is entering into the Gulf of Mexico.

	
	E-mail is the primary means of notification.  The Human Resource Manager, Refinery Manager, or the Refinery Shift Supervisor will be notified via cell phone of any sudden or dramatic changes in the intensity or projected path of the tropical storm or hurricane.  


Additional weather and storm forecasting and information sources available are presented in the following table:

	Information Source
	Service Provided
	Telephone/Internet 

	St. Bernard Parish Sheriff Office
	General Hurricane Information
	504-271-2501
504-271-7343 (fax)

	St. Bernard Office Of Emergency Preparedness
	General Hurricane Information
	504-278-4268

	NOAA Hurricane Center
	Hurricane Forecast
	305-229-4470
http://www.nws.noaa.gov/

	National Weather Service
	Coastal and LA Forecast
Tropical Weather
	985-649-0357
504-522-7330

	USCG – Captain of the Port NOLA
	Daily River Stage/ Hurricane Information
	504-589-6261
http://www.uscg.mil


2. PRE-HURRICANE SEASON PREPARATIONS
2.1 Planning Section Preparations
2.1.1 Manufacturing Hurricane Response Plan Review
Each year prior to June 1st, the Manufacturing IMT Planning Section Chief will be responsible for coordinating a review of the Plan, documenting any necessary updates, and communicating the changes to the Manufacturing IMT.  Each member of the Manufacturing IMT should participate in the Plan review suggesting appropriate changes to the Vice-President of Refinery Support or his designate.  The Plan review should include review of the roles and responsibilities of each position in the Manufacturing IMT organization, and the coordinating actions between the Manufacturing and Refinery IMTs.  The Plan update should also include any changes required due to actions items from prior hurricane responses and debriefings.  All suggested changes to the Plan should be sent to the Vice-President of Refinery Support.
2.1.2 Manufacturing IMT Organization Review

As the Manufacturing Business organization structure and manning change, updates to the Manufacturing IMT organization charts and the associated contact information will be required.  Each year prior to June 1st, the Manufacturing IMT Planning Section Chief will review the Manufacturing IMT organization chart with the Manufacturing IMT Incident Commander (Vice President of Refining).  The organization chart will be modified to include changes arising from their review.  The revised Manufacturing IMT organization chart and associated contact information will be included in the revision of the Manufacturing Hurricane Response Plan.
2.1.3 Impact Weather Email List Update

The Manufacturing IMT Planning Section Chief will update the list of Manufacturing IMT and El Dorado personnel to which the Impact Weather updates should be emailed.  The updated list will be sent to the Meraux Refinery’s Human Resources Manager who will provide Impact Weather with the updated email list.
2.2 Logistics Section Preparations

2.2.1 List of Refinery Personnel for Potential Deployment to El Dorado
The Manufacturing IMT Logistics Section Chief will be responsible for obtaining an updated list of Meraux Refinery personnel that will serve on the Refinery’s IMT, the Refinery Advance Deployment Team (to El Dorado), and the support personnel that may come to El Dorado to work as part of the Emergency Operations Center.  The list will include evacuation location and the contact information for each individual.  The Meraux Refinery’s Incident Management Coordinator will update the Refinery list each year prior to June 1.  The necessary contact information for each person on the list is included in the Refinery’s “Support Personnel Hurricane Evacuation Form”.  A copy of the form is included in Appendix A.  The form also has an Immunization checklist for all personnel that may be required to re-enter the Refinery area while a post-hurricane infectious disease threat may exist.  The Immunization information for the employees will be kept on file at the Murphy Corporate office (not listed in this plan) to be used if recovery operations are required.  

2.2.2 Call-in Cards and Re-entry Credentials
The Manufacturing IMT Logistics Section Chief will be responsible for providing laminated “Call-in Information” cards and re-entry credentials for El Dorado personnel that may be required to enter the refinery area after it has been impacted by a hurricane or tropical storm.  The Call-in Information cards and reentry credentials for all Refinery personnel will be provided by the Meraux Refinery’s IMT Logistics Section Chief or designate.
2.2.3 Manufacturing Incident Command Post
Prior to June 1 each year, the Logistics Section Chief will establish the location of the Manufacturing Incident Command Post in El Dorado.  The Logistics Section Chief will also be responsible for identifying and obtaining the necessary equipment for the Incident Command Post.  The Logistics Section Chief will notify the Finance Section Chief of any purchases made to equip the Incident Command Post.
2.3 Finance Section Preparations

The Manufacturing IMT Finance Section Chief will be responsible for updating all information concerning essential service contracts, and for obtaining an updated “Approved Contractor List” from the Refinery.  All rates for service contracts should be obtained and kept on file at the Murphy Corporate office (not listed in this plan).  Prior to June 1, the Finance Section Chief should establish a line of communication with the Refinery’s Finance Section Chief and procurement personnel.  When Incident Command is transferred to the Manufacturing IMT, Refinery’s Finance Section Chief and procurement personnel will be become a part of the Manufacturing IMT Finance Section.
2.4 Meraux Refinery Preparations

The Meraux Refinery’s Hurricane preparations are detailed in its Hurricane Response Manual.  The following sections of the Manufacturing Hurricane Response Plan provide Refinery preparations and actions that are directly related to coordination with the Manufacturing IMT.

2.4.1 Meraux Refinery Hurricane Preparations Kickoff Meeting
Each year, prior to June 1st the Refinery Manager will conduct a “kickoff” meeting.  The purpose of the meeting is to assess any potential problem areas that need to be resolved prior to a storm event.  A list of the problems and problem areas, the status of corrective actions to resolve the problems, personnel responsible for the corrective actions, and the general preparedness of the Refinery should be developed during the meeting.

As soon as possible following the kickoff meeting, the Refinery Manager will forward a copy of the meeting notes, checklists and other meeting documents to the Vice President of Refining.  The Vice President of Refining may require the Refinery Manager to provide a weekly update on the status of corrective actions required for hurricane response preparations.  Members of the Manufacturing IMT may attend the updates or receive written copies of the updates at the discretion of the Vice President of Refining.
2.4.2 Impact Weather, Inc. Update Emails
The Meraux Refinery Human Resources Manager is the “owner” of the Impact Weather Service subscription that is the primary source of storm and hurricane weather information utilized by the Manufacturing and Refinery IMTs.  Prior to June 1 each year, the Manufacturing IMT Planning Section Chief will send an updated email list of Manufacturing IMT and El Dorado personnel that should receive the Impact Weather storm bulletin to the Refinery Human Resources Manager.  The Refinery Human Resources Manager and provide Impact Weather with the updated email list.

3. HURRICANE RESPONSE
Hurricane Response “Stages” are used to indicate approximate time periods pre and post storm landfall.  In general, times for implementing hurricane response actions are grouped by Response Stage.  The detailed list of response actions and corresponding Response Stages for the Refinery is presented in the Meraux Refinery Hurricane Response Manual.  The actions comprising the Manufacturing and Refinery Hurricane Response Plans at each Response Stage are dependent upon the predicted landfall area, upon storm conditions, Refinery status and evacuation status.  The Manufacturing IMT may be called upon during any Response Stage to assist the Refinery with its hurricane response.  A list of the Response Stages with their corresponding definitions is presented in the table below.  At any given time, the Manufacturing and Refinery IMT Incident Commanders may at their discretion increase or lower the hurricane Response Stage.
	PRE-LANDFALL (PLF) HURRICANE RESPONSE SEQUENCE

	Stage 1 PLF
	A named storm is approaching the Gulf of Mexico.

	Stage 2 PLF
	A named Storm is 96 hours away from landfall and predicted to hit between New Iberia, LA and Pascagoula, MS.

	Stage 3 PLF
	A named Storm is 48 hours away from landfall and predicted to hit between New Iberia, LA and Pascagoula, MS.

	Stage 4 PLF
	A named Storm is 24 hours away from landfall and predicted to hit between New Iberia, LA and Pascagoula, MS.

	Stage 5 PLF
	St. Bernard Parish issues a mandatory evacuation notice or the Meraux Refinery IMT Incident Commander orders a Refinery evacuation.


Section 3.1 through Section 3.5 present summaries of key information and actions relevant to each hurricane PLF Response Stage.  The summaries are not intended to be all inclusive.

3.1 Stage 1 PLF

A named Storm is approaching the Gulf of Mexico.

Upon reaching Stage 1 PLF, an 11:00 AM daily update meeting by phone conference may be initiated at the discretion of the Vice President of Refining and the Meraux Refinery Manager.  The “Update Meeting Agenda” including a suggested attendee list is presented in Appendix A.  Depending on the approach speed of the storm, the storm position and intensity of the storm, the update phone conference may be held on a less than daily frequency, and with attendees as determined by the Vice President of Refining and the Meraux Refinery Manager.
The Manufacturing IMT Documentation Unit Leader will be responsible for preparing the minutes of the update phone conference.  After approval of the minutes by the Vice-President of Refining, the minutes should be forwarded to the members of the Manufacturing IMT.
The primary source of storm information utilized by both the Manufacturing and Refinery IMTs is supplied by email bulletins from Impact Weather, Inc.  Beginning with Stage 1 PLF, and in all subsequent Response Stages, storm bulletins should be emailed to the members of the respective IMTs.  
3.2 Stage 2 PLF

A named Storm is 96 hours away from landfall and predicted to hit between New Iberia, LA and Pascagoula, MS.
Upon reaching Stage 2 PLF, an 11:00 AM daily update meeting by phone conference may be initiated (continued if already initiated in Stage 1) at the discretion of the Vice President of Refining and the Meraux Refinery Manager.  The “Update Meeting Agenda” including a suggested attendee list is presented in Appendix A.

The Manufacturing IMT Documentation Unit Leader will be responsible for preparing the minutes of the update phone conference.  After approval of the minutes by the Vice-President of Refining, the minutes should be forwarded to the members of the Manufacturing IMT.

The Refinery may begin the “Shutdown Decision Making Process” once Stage 2 PLF is declared.  Initiation of the Shutdown Decision Making Process will be highly dependent upon the strength of the approaching hurricane.  The Meraux Refinery Hurricane Preparedness Manual includes a guide for use in the shutdown decision process and an example Refinery shutdown sequence.  A copy of the Meraux Refinery Shutdown Decision Making Process Guide and the Hurricane Shutdown Sequence is included in Appendix C of this document.
The Refinery Advance Deployment Team and Standby Team will be placed on alert.  The Refinery Advanced Deployment Team will begin preparations to deploy to El Dorado.  The purpose of the Refinery Advance Deployment Team is to work with El Dorado personnel to prepare the El Dorado office facilities and resources that will necessary for Refinery IMT and support personnel deployed to El Dorado in the event Incident Command is transferred to the Manufacturing IMT in El Dorado.  The Meraux Refinery will provide hurricane preparation assistance for the homes and families of the Advance Deployment Team as necessary.
The Manufacturing IMT Logistics Section, working in conjunction with the Meraux Refinery Human Resources Department, will ensure that the Refinery personnel who will deploy to El Dorado in the event of transfer of Incident Command to the Manufacturing IMT will have appropriate quarters reserved in El Dorado.  The Logistics Section will also maintain updated contact information for all Refinery personnel that may deploy to El Dorado.  The Logistics Section will also maintain updated contact information for key Refinery personnel that may evacuate to locations other than El Dorado.  The contact information will include the location to which they will evacuate, and the contact information at their evacuation destination.

3.3 Stage 3 PLF

A named Storm is 48 hours away from landfall and predicted to hit between New Iberia, LA and Pascagoula, MS.
Upon reaching Stage 3 PLF, the Refinery Advance Deployment Team may be sent to El Dorado.  The decision to send the Team to El Dorado will be at the discretion of the Vice President of Refining and the Refinery Manager.  The decision will be dependent upon the projected storm strength and characteristics at landfall, and the projected landfall area. 
The Refinery should begin the “Shutdown Decision Making Process” once Stage 3 PLF is declared.  The Meraux Refinery Hurricane Preparedness Manual includes a guide for use in the shutdown decision process and an example Refinery shutdown sequence.  A copy of the Meraux Refinery Shutdown Decision Making Process Guide and the Hurricane Shutdown Sequence is included in Appendix C of this document.
The 11:00 AM daily update meeting by phone conference should continue every day during Stage 3 PLF.  The “Update Meeting Agenda” including a suggested attendee list is presented in Appendix A.  All Manufacturing IMT Section Chiefs and Command Staff should attend the daily update phone conference once Stage 3 is declared.
The Manufacturing IMT Documentation Unit Leader will be responsible for preparing the minutes of the update phone conference.  After approval of the minutes by the Vice-President of Refining, the minutes should be forwarded to the members of the Manufacturing IMT.
The Vice President of Refining will place all members of the Manufacturing IMT on alert as soon as the Refinery has reached Stage 3 PLF.  The Documentation Unit Leader will note at the beginning of all Stage 3 PLF update meeting notes that all members of the Manufacturing IMT have been placed on alert.  The Documentation Leader will email any Manufacturing IMT members that are not attending the daily update meetings that all Manufacturing IMT members have been place on alert. (Note:  During Stage 3, many of the Unit Leaders in each IMT Section are not attending the daily update meeting.)  The intent of placing the Manufacturing IMT on alert during Stage 3 PLF is to give the Manufacturing IMT members sufficient time to address any issues that may interfere with their role once the Manufacturing IMT if activated.
The Vice President of Refining will determine when to activate the Manufacturing IMT.  The decision will be dependent upon the projected storm strength and characteristics at landfall, the projected landfall area, and whether or not the Refinery is shutting down.
During Stage 3 PLF Update Meetings, the Manufacturing IMT Planning Section Chief should continue to collect any information that may be needed for an Incident Action Plan.  The information may be used in the event that the Manufacturing IMT is activated.  The Vice President of Refining will determine when to activate the Manufacturing IMT.
The Manufacturing IMT Incident Commander will determine the staffing schedule for the IAP operational period in use.  For significant hurricane incidents, the typical staffing will be the full Manufacturing IMT during a 12-hour day shift and the appropriate smaller night shift staffing as determined by the Manufacturing IMT Incident Commander.
The Manufacturing IMT Logistics Section will secure living quarters for any additional personnel from the Refinery that may come to El Dorado if Stage 5 PLF is reached.  Also during Stage 3, the Logistics Section will gather information on helicopter availability and location for late Refinery evacuation requirements.
3.4 Stage 4 PLF

A named Storm is 24 hours away from landfall and predicted to hit between New Iberia, LA and Pascagoula, MS.
Upon reaching Stage 4 PLF, the Refinery Advance Deployment Team may be sent to El Dorado.  The decision to send the Team to El Dorado will be at the discretion of the Vice President of Refining and the Refinery Manager.  The decision will be dependent upon the projected storm strength and characteristics at landfall, and the projected landfall area. 

The Refinery will continue the “Shutdown Decision Making Process” during Stage 4 PLF.  A guide for use in the shutdown decision process is included in Section 7 of the Murphy Oil USA Meraux Refinery Hurricane Preparedness Manual.  If necessary, begin shutdown of the Refinery.
The 11:00 AM daily update meeting by phone conference will continue daily during Stage 4 PLF.  The “Update Meeting Agenda” including a suggested attendee list is presented in Appendix A.  All Manufacturing IMT Section Chiefs and Command Staff should attend the daily update phone conference.
The Manufacturing IMT Documentation Unit Leader will be responsible for preparing the minutes of the update phone conference.  After approval of the minutes by the Vice-President of Refining, the minutes should be forwarded to the members of the Manufacturing IMT.
During Stage 4 PLF Update Meetings, the Manufacturing IMT Planning Section Chief should continue to collect any information that may be needed for an Incident Action Plan.  The information may be used in the event that the Manufacturing IMT is activated.

The Vice President of Refining will determine when to activate the Manufacturing IMT.  The decision will be dependent upon the projected storm strength and characteristics at landfall, the projected landfall area, and whether or not the Refinery is shutting down.  Once the Manufacturing IMT is activated, the Vice President of Refining will serve as the Manufacturing IMT Incident Commander.
The Vice President of Refining and the Meraux Refinery Manager will decide when to transfer Incident Command from the Meraux Refinery IMT to the Manufacturing IMT.  The primary factor determining when Incident Command will be transferred will be the timing of a mandatory evacuation of St. Bernard Parish or the Refinery if an evacuation is ordered.
When the Manufacturing IMT is activated, the Logistics Section Chief will establish an Incident Command Post with the necessary equipment to support Incident Command Operations.  The Logistics Section Chief will need to notify the Finance Section Chief of any purchases made to equip the Incident Command Post.
The Manufacturing IMT Incident Commander will determine the staffing schedule for the IAP operational period in use.  For significant hurricane incidents, the typical staffing will be the full Manufacturing IMT during a 12-hour day shift and the appropriate smaller night shift staffing as determined by the Manufacturing IMT Incident Commander.
3.5 Stage 5 PLF

St. Bernard Parish issues a mandatory evacuation notice or the Meraux Refinery IMT Incident Commander orders a Refinery evacuation.

The full Manufacturing IMT will be fully activated.  The Manufacturing Incident Command Post (ICP) will be established and manned by the Manufacturing IMT.  Incident Command is transferred to the Manufacturing IMT.  Operation of the Manufacturing IMT will commence using the NIMS ICS Operations Planning Cycle discussed in Section 7.  The Manufacturing IMT Incident Commander will initiate the development of a full Incident Action Plan (IAP) with an appropriate IAP operational period.  The IAP operation period may be 12 hours or 24 hours depending upon the circumstances associated with storm.  The Manufacturing IMT Incident Commander will determine the staffing schedule for the IAP operational period in use.  For significant hurricane incidents, the typical staffing will be the full Manufacturing IMT during a 12-hour day shift and the appropriate smaller night shift staffing as determined by the Manufacturing IMT Incident Commander.
Mandatory Refinery employee “Call In” to El Dorado is required once a Refinery evacuation has been implemented.  The El Dorado Call-In Center switchboard will be manned between the hours of 8:00 am to 12:00 pm.   The number to call in El Dorado, Arkansas is:   1-800-643-2364

4. AFTER LANDFALL
	AFTER-LANDFALL (ALF) HURRICANE RESPONSE SEQUENCE

	Stage 6 ALF
	A named storm has made landfall.  There may be a loss of communications.  The status of the Standby Team and the Refinery may be unknown.

	Stage 7 ALF
	A named storm has made landfall.  Preparations for re-entry to the Refinery and assessment of damages are made.

	Stage 8 ALF
	A named storm has made landfall.  Good communication has been restored with the Standby Team at the Refinery.

	Stage 9 ALF
	A named storm has made landfall.  The damage assessment team has been given authorization to enter the Refinery and an assessment of damage to the Refinery is being conducted.


Section 4.1 through Section 4.5 present summaries of key information and actions relevant to each hurricane ALF Response Stage.  The summaries are not intended to be all inclusive.

4.1 Stage 6 ALF

A named storm has made landfall.  There may be a loss of communications.  The status of the Standby Team and the Refinery may be unknown.

The Refinery Standby Team may have been evacuated from the Refinery.  St. Bernard Parish and the surrounding area may have been evacuated.
The full Manufacturing IMT is activated.  The Manufacturing Incident Command Post (ICP) is established and manned by the Manufacturing IMT.  Incident Command has been transferred to the Manufacturing IMT.  Operation of the Manufacturing IMT is ongoing using the NIMS ICS Operations Planning Cycle discussed in Section 7 of the Manufacturing Hurricane Response Plan.  The Manufacturing IMT Incident Commander is responsible for the development of a full Incident Action Plan (IAP) with an appropriate IAP operational period.  The IAP operation period may be 12 hours or 24 hours depending upon the circumstances associated with storm.

The Manufacturing IMT Incident Commander will determine the staffing schedule for the IAP operational period in use.  For significant hurricane incidents, the typical staffing will be the full Manufacturing IMT during a 12-hour day shift and the appropriate smaller night shift staffing as determined by the Manufacturing IMT Incident Commander.
If circumstances warrant, the Manufacturing IMT will work with any agencies involved in Search and Rescue, and establishing safe re-entry routes into the area.  A Unified Command with participating government agencies that will include the Manufacturing IMT Incident Commander will be established if necessary.  Reestablishing contact with the Standby Team should be a priority.  Depending on contact with the Standby Team and the severity of the storm, reconnaissance flights over the Refinery may also be high priority.

4.2 Stage 7 ALF

A named storm has made landfall.  Preparations for re-entry to the Refinery and assessment of damages are made.

The Refinery is shut down and may have been completely evacuated.  St. Bernard Parish and the surrounding area may have been evacuated.

Contact with the Refinery Standby Team has been established.  The status of the Refinery may be unknown.  In the event the Refinery has been evacuated, and the status of the Refinery is unknown, preparations for re-entry and damage assessment operations will be priority.  If the Standby Team remained in the Refinery during the storm, then damage assessment operations will take priority.
The full Manufacturing IMT is activated.  The Manufacturing ICP has been established and manned.  Incident Command remains with the Manufacturing IMT.  Operation of the Manufacturing IMT is ongoing using the NIMS ICS Operations Planning Cycle discussed in Section 7.  The Manufacturing IMT Incident Commander is responsible for the development of a full Incident Action Plan (IAP) with an appropriate IAP operational period.  The IAP operation period may be 12 hours or 24 hours depending upon the circumstances associated with storm.

The Manufacturing IMT Incident Commander will determine the staffing schedule for the IAP operational period in use.  For significant hurricane incidents, the typical staffing will be the full Manufacturing IMT during a 12-hour day shift and the appropriate smaller night shift staffing as determined by the Manufacturing IMT Incident Commander.
The focus of the Manufacturing IMT should be on Refinery re-entry and damage assessment operations, support for evacuated personnel, and integrating Refinery IMT members that may have evacuated to El Dorado into the Manufacturing IMT.  
4.3 Stage 8 ALF

A named storm has made landfall.  Good communication has been restored with the Standby Team at the Refinery.

During Stage 3 ALF the refinery is completely shut down, but the Refinery Standby Team and possibly other Refinery personnel will have returned to the Refinery.  There will be full communications between the Manufacturing IMT and the Refinery Standby Team.
The Manufacturing IMT Incident Commander will decide if the full Manufacturing IMT and “Planning Process” with development of a complete IAP should continue.  The Incident Commander should take into consideration the condition of the facility, the status of the storm, the logistics available to the Refinery personnel on scene (power, communication, personnel, equipment, etc.), and the safety of those personnel. The Incident Commander will also consider the requirements of Governmental Agencies when making the decision whether or not to maintain the Manufacturing IMT on active status.  For the period that the Manufacturing IMT remains on active status, and the Refinery IMT has not returned to full function in the Refinery, Incident Command will remain with the Manufacturing IMT Incident Commander.
While the Manufacturing IMT remains on active status, all meetings and briefs will be conducted at the El Dorado ICP as directed by the Planning Section Chief acting on behalf of the Incident Commander.
The Manufacturing IMT Incident Commander will determine the staffing schedule for the IAP operational period in use.  For significant hurricane incidents, the typical staffing will be the full Manufacturing IMT during a 12-hour day shift and the appropriate smaller night shift staffing as determined by the Manufacturing IMT Incident Commander.
Re-entry by the general public into St. Bernard Parish and the surrounding areas may not be authorized at this time.  All efforts should be made to assist with re-entry of the damage assessment team and any other personnel that may be needed during the Refinery’s recovery period.  Local, state and federal agencies should be contacted to ensure that assessment team and recovery personnel are allowed to travel through the areas that remain under an evacuation order.  The agencies should also be requested to provide required credentials for the damage assessment personnel and other incoming Refinery personnel that may not have been issued re-entry credentials prior to the storm.
Part of the preparations for re-entry to the Refinery will include locating water, food, and shelter for all personnel who will be returning to the refinery to help with the recovery operations. 
4.4 Stage 9 ALF

A named storm has made landfall.  The damage assessment team has been given authorization to enter the Refinery and an assessment of damage to the Refinery is being conducted.

There will be full communications between the Manufacturing IMT and the Refinery Standby Team as well as other personnel that have re-entered the Refinery.

The Manufacturing IMT Incident Commander will decide if the full Manufacturing IMT and “Planning Process” with development of a complete IAP should continue.  The Incident Commander should take into consideration the condition of the facility, the status of the storm, the logistics available to the Refinery personnel on scene (power, communication, personnel, equipment, etc.), and the safety of those personnel. The Incident Commander will also consider the requirements of Governmental Agencies when making the decision whether or not to maintain the Manufacturing IMT on active status.  For the period that the Manufacturing IMT remains on active status, and the Refinery IMT has not returned to full function in the Refinery, Incident Command will remain with the Manufacturing IMT Incident Commander.
During Stage 4 ALF, conditions may allow the Refinery IMT to return to the Refinery.  Upon the Refinery IMT’s return the Refinery, the Manufacturing IMT Incident Commander may transfer Incident Command to the Refinery IMT Incident Commander if both the Manufacturing and Refinery Incident Commanders determine that the Refinery has the resources required for the Refinery IMT to resume  Incident Command.  In the event of extensive damage to the Refinery, Incident Command may remain with the Manufacturing IMT for an extended period of time.  Once the Refinery IMT has resumed Incident Command, the daily 11:00 AM meetings will be hosted and run by the Refinery IMT.  In the event that Refinery damage is significant, the Refinery IMT will continue with preparation of an IAP for each operating period.   If Refinery damage is minimal, the Refinery IMT will conduct the daily 11:00 AM meeting in accordance with the “Update Meeting Agenda” in Appendix A.

The Manufacturing IMT will remain on alert through the conclusion of the Refinery recovery period supporting the Refinery IMT with recovery operations and Refinery startup as necessary. 
5. RECOVERY
	RECOVERY (REC) SEQUENCE

	Stage 10 REC
	Refinery startup has begun.  There is full communication between the Manufacturing IMT and the personnel in the Refinery.  Refinery personnel not essential for the Refinery startup may not have returned to the Refinery.  

	Stage 11 REC
	The Refinery is fully online and all Refinery personnel have returned to work.

	Debrief and Critique
	A debriefing of actual response actions and a critique of the Plan are conducted.


Section 5.1 through Section 5.3 present summaries of key information and actions relevant to each hurricane Recovery Response Stage.  The summaries are not intended to be all inclusive.

5.1 Stage 10 REC
Refinery startup has begun.  There is full communication between the Manufacturing IMT and the personnel in the Refinery.  Refinery personnel not essential for the Refinery startup may not have returned to the Refinery.
Incident Command has been transferred from the Manufacturing IMT Incident Commander to the Refinery IMT Incident Commander.  The Refinery IMT Incident Commander will decide if the full Refinery IMT needs to remain activated.  If the Refinery IMT has been deactivated, and the Refinery needs only routine support from the El Dorado office, a daily update phone conference between the Vice President of Refining and the Refinery Manager will be conducted daily at 11:00 AM as detailed in the “Update Meeting Agenda” in Appendix A of the Manufacturing Hurricane Response Plan.  The Vice President of Refining will determine the El Dorado personnel that are required to attend the daily update.
The Manufacturing IMT Documentation Unit Leader will be responsible for preparing the minutes of the update phone conference.  After approval of the minutes by the Vice-President of Refining, the minutes should be forwarded to the members of the Manufacturing IMT.
5.2 Stage 11 REC

The Refinery is fully online and all personnel are back at work.

Refinery operations are routine.  The Manufacturing and Refinery IMTs have been deactivated.
5.3 Debrief and Critique

A debriefing of actual response actions and a critique of the Plan are conducted.
If any part of Manufacturing Hurricane Response Plan is implemented, a debriefing of actual response actions and a critique of the Plan should be conducted. The purpose of the debriefing and critique is to develop “Lessons Learned” and “What Went Well”.  This learning from the debriefing and critiques will be used to update the Plan as necessary.  The Manufacturing IMT Planning Section Chief will conduct the Plan debriefing and critique.  All Manufacturing personnel involved in the hurricane response should attend.  The debriefing and critique should be conducted as soon as possible after return to routine Refinery operations. 
The Manufacturing IMT Documentation Unit Leader will document the debriefing and critique along with any resulting action items.  Participants should submit any relevant documentation regarding the Hurricane response that they may have to the Documentation Unit Leader.

6. MANUFACTURING INCIDENT MANAGEMENT TEAM

6.1 Incident Management Team Organization
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6.2 Contact Information

6.2.1 Executive and Command Staff

	EXECUTIVE AND COMMAND STAFF CONTACT INFORMATION

	POSITION/
TITLE
	NAME
	CONTACT
	E-MAIL

	MOC Executive Committee
	Tom McKinlay
	Office:  870-864-6451
Mobile: 870 918 2503
Home:  870 875 1153
	tom_mckinlay@murphyoilcorp.com

	Incident Commander
	Steve Hunkus
	Office:  870-864-6377
          Mobile: 870-918-7799
Home:  901-854-6245
Home Office:  901-861-0493
	steve_hunkus@murphyoilcorp.com

	Incident Commander Backup
	Ernie Cagle
	Office:  870 864 6426

Mobile: 870 310 9631

Home:  870 862 2458
	ernie_cagle@murphyoilcorp.com

	Liaison Officer
	Barry Jeffery
	Office:  870 864 6501

Mobile: 870 814 0233

Home:  870 863 9787
	barry_jeffery@murphyoilcorp.com

	Product Waivers and Compliance
	Amanda Sutherland
	Office:  870-864-6291
Mobile: 870-918-2259
Home:  318-254-0340
	amanda_sutherland@murphyoilcorp.com

	Product Waivers and Compliance Backup
	Devyn Brakeman
	Office:  870-864-6304
Mobile: 870-814-6933
Home:  870-863-5022
	devyn_brakeman@murphyoilcorp.com

	Public Information Officer
	Craig Bonsall
	Office:  870-881-6853
Mobile: 870-918-1280
          Home:  8706393625
	craig_bonsall@murphyoilcorp.com

	Public Information Officer Backup
	Katie Sandifer
	Office:  870 881 6866

Mobile: 870 310 8701
Home:  870 310 0110
	katie_sandifer@murphyoilcorp.com

	Safety Officer
	Tom Holt
	Office:  870 875 7604
Mobile: 870 814 6537
	tom_holt@murphyoilcorp.com

	Safety Officer Backup
	Sam Chamberlain
	Office:  874-864-6334
Mobile: 870-814-3708
Home:  870-862-7963
	sam_chamberlain@murphyoilcorp.com

	Legal Officer
	Greg Smith
	Office:  870 864 6483
Mobile: 870 918 2434

Home:  870 862 5310
	greg_smith@murphyoilcorp.com

	Legal Officer Backup
	Walter Compton
	Office:  870 864 6555

Mobile: 870 866 6130

Home:  870 862 2048
	walter_compton@murphyoilcorp.com

	Human Resource Section Leader
	Ron Smith
	Office:  870 864 6558

Mobile: 870 918 2272

Home:  870 863 6117
	ron_smith@murphyoilcorp.com


6.2.2 Operations Staff

	OPERATIONS SECTION CONTACT INFORMATION

	POSITION/
TITLE
	NAME
	CONTACT
	E-MAIL

	Operations Section Chief
	Jeff Warmann
	 Office:  504-278-5355

Mobile:  504-444-5054
Home:   303-709-0057
	jeff_warmann@murphyoilcorp.com

	Operations Section Chief Backup
	Regan Howell
	Office:   504-278-5279

Mobile: 504-252-2037

Home:   504-252-2037
	regan_howell@murphyoilcorp.com


6.2.3 Planning Staff

	PLANNING SECTION CONTACT INFORMATION

	POSITION/
TITLE
	NAME
	CONTACT
	E-MAIL

	Planning Section Chief
	Ernie Cagle
	Office:  870 864 6426

Mobile: 870 310 9631

Home:  870 862 2458
	ernie_cagle@murphyoilcorp.com

	Planning Section Chief Backup
	Russell Colvin
	Office:  870 864 6449
Mobile: 504 616 3738
	russell_colvin@murphyoilcorp.com

	Documentation Unit Leader
	Kathy Dreikorn
	Office:  870 862 6225
Mobile: 870 918 1546

Home:  870 862 8581
	kathy_dreikorn@murphyoilcorp.com

	Documentation Unit Leader Backup
	Renee' Gardner
	Office:  870 864 6546

Mobile: 870 314 2788
Home:  870 314 2788
	renee_gardner@murphyoilcorp.com

	Documentation Unit Member
	Linda Brown
	Office:  870-864-6447
Mobile: 870-814-9710
Home:  870-863-9710
	linda_brown@murphyoilcorp.com

	Documentation Unit Member
	Anna Gathright
	Office:   870-881-6721
          Mobile: 870-677-0723
            Home:  870-862-5250
	anna_gathright@murphyoilcorp.com

	Environmental Unit Leader
	Harry Lewis
	Office:  870 864 6520

Mobile: 870 918 1564

Home:  870 918 5064
	harry_lewis@murphyoilcorp.com

	Environmental Unit Leader Backup
	Morgan David-Breckenridge
	Office:  870-864-6518
Mobile: 870-677-0299
Home:  870-677-0299
	morgan_brekenridge@murphyoilcorp.com

	Resource Unit Leader
	Bill Glasscock
	Office:  870 864 6587
Mobile: 870 814 5929
Home:  870 864 0374
	bill_glasscock@murphyoilcorp.com

	Resource Unit Leader Backup
	Francisco Garcia
	Office:  870-881-6762
Mobile: 870-677-0298
Home:  870-677-0298
	francisco_garcia@murphyoilcorp.com

	Resource Unit Member
	Mbonda Siewe
	         Office:   870 814 5627  
Mobile: 405 248 7690 
         Home:   405 248 7690
	mbonda_siewe@murphyoilcorp.com

	Situation Unit Leader
	Chuck Morgan
	Office:  870 864 6297
Mobile: 870 814 1879
Home:  870 639 3233
	chuck_morgan@murphyoilcorp.com

	Situation Unit Leader Backup
	Don Dillard
	Office:  870-864-6519
Mobile: 870-918-2269
Home:  870 639 3233
	don_dillard@murphyoilcorp.com

	Business Evaluation Unit Leader
	David Mendrek
	Office:  870 864 6445
Mobile: 504-432-6275
Home:  504-432-6275
	david_mendrek@murphyoilcorp.com

	Business Evaluation Unit Leader .Backup (Meraux)
	John Nagy
	Office:  504-278-6764
Mobile: 504-330-0997
Home:  xxxxxxxxxxx
	john_nagy@murphyoilcorp.com


6.2.4 Logistics Staff

	LOGISTICS SECTION CONTACT INFORMATION

	POSITION/TITLE
	NAME
	CONTACT
	E-MAIL

	Logistics Section Chief
	John Hunter
	Office:  870-864-6358

Mobile: 870-918-5103

Home:  870-875-1951
	john_hunter@murphyoilcorp.com

	Logistics Section Chief Backup
	Marn Cheng
	Office:  870-864-6561
Mobile: 405-245-3281
Home:  870-863-3430
	marn_cheng@murphyoilcorp.com

	Food Unit Leader
	Trey Stutts
	Office:  870-881-6822
Mobile: 870-918-6051
Home:  870-881-9560
	trey_stutts@murphyoilcorp.com

	Food Unit Leader Backup
	Brent Little
	Office:  870 881 6633
Mobile: 870 814 4647
	brent_little@murphyoilcorp.com

	Supply Unit Leader
	Ken Williams
	Office:  870 864 6429

Mobile: 870 918 2257

Home:  870 863 7401
	ken_williams@murphyoilcorp.com

	Supply Unit Leader Backup
	Kris Madison
	Office:  870-864-6410 

Mobile: 870-866-3590
Home:  870-875-1415
	kris_madison@murphyoilcorp.com

	Ordering Manager
	Judy LaVeer
	Office:  870 864 6421

Mobile: 870 814 9474

Home:  870 863 7758
	judy_laveer@murphyoilcorp.com

	Ordering Manager Backup
	Kenna Williams
	Office:  870-864-6450
Mobile: 870-866-2273
Home:  870-725-3030
	kenna_williams@murphyoilcorp.com

	Communications Unit Leader
	Joe Pieratt
	Office:  870 881 6681

Mobile: 870 814 9351

Home:  870 234 4596
	joe_pieratt@murphyoilcorp.com

	Communications Unit Leader Backup
	Randy Ross
	Office:  870 864 6477

Mobile: 870 918 1626
Home:  870 863 7159
	randy_ross@murphyoilcorp.com

	Facilities Unit Leader
	Trey Bechtelheimer
	Office:  870-864-6416
Mobile: 870-918-3696
Home:  870-862-2256
	trey_bechtelheimer@murphyoilcorp.com

	Facilities Unit Leader Backup
	Mbonda Siewe
	Office:   870 814 5627
Mobile: 405 248 7690
Home:   405 248 7690
	mbonda_siewe@murphyoilcorp.com

	Security Manager
	David Buzbee
	Office: 504-908-0401
Mobile: 504 985 0401
Home:  985 386 2088

	david_buzbee@murphyoilcorp.com


6.2.5 Finance Staff

	FINANCE SECTION CONTACT INFORMATION

	POSITION/TITLE
	NAME
	CONTACT
	E-MAIL

	Finance Section Chief
	John Ford
	Office:  870 864 6470
Mobile: 870 866 3909
Home:  870 524 9947
	john_ford@murphyoilcorp.com

	Finance Section Chief Backup
	Joe Leal
	Office:  870 864 6488

Mobile: 870 814 6599
Home:  870 665 6954
	joe_leal@murphyoilcorp.com

	Compensation/Claims Unit Leader
	John Dumas
	Office:  870 864 6407

Mobile: 870 814 9022

Home:  870 862 8516
	john_dumas@murphyoilcorp.com

	Compensation/Claims Unit Leader Backup
	Brittney McVay
	Office:  870 864 6366

Mobile: 870 814 4851

Home:  870 814 7473
	brittney_mcvay@murphyoilcorp.com

	Claims Specialist
	Lewis Strate
	Office:  870 864 6408

Mobile: 870 814 6408

Home:  501 733 8362
	lewis_strate@murphyoilcorp.com

	Claims Specialist Backup
	Brittney McVay
	Office:  870 864 6366

Mobile: 870 814 4851

Home:  870 814 7473
	brittney_mcvay@murphyoilcorp.com

	Procurement Unit Leader
	Jeff Lyons
	Office:  870-881-6602
Mobile: 870-866-6332
Home:  870-924-4064
	Jeff_lyons@murphyoilcorp.com

	Procurement Unit Leader Backup
	Scott Enzor
	Office:  870 864 6260

Mobile: 870 814 6125

Home:  870 864 9278
	scott_enzor@murphyoilcorp.com

	Procurement Unit Leader Backup
	Allison Parker
	Office:  870 864 6385
Mobile: 870 918 6407
Home:  870 863 4205
	allison_parker@murphyoilcorp.com

	Cost Unit Leader
	Johnny Richardson
	Office:  870 864 6219

Mobile: 870 814 7145
Home:  870 814 7145
	johnny_richardson@murphyoilcorp.com

	Cost Unit Leader Backup
	Amy McKoin
	Office:  870-864-6242
Mobile: 870-866-6864
Home:  870-866-6864
	amy_mckoin@murphyoilcorp.com


6.3 IMT Roles and Responsibilities

Section 6.3 presents the roles and responsibilities for the Manufacturing IMT Command Staff and key General Staff.  The roles and responsibilities presented for each position are broad and detailed in order to apply to the wide severity range and circumstances of hurricane incidents that may occur.  The key source for the roles and responsibilities is the U.S. Coast Guard Incident Management Handbook.  Copies of the Handbook are available from the Manufacturing IMT Documentation Section Leader upon request.  Consistent with the intent of the NIMS Incident Command System, the Incident Commander has the discretion to modify the scope of any IMT personnel’s roles and responsibilities to match the severity and duration of the hurricane incident.  Each IMT member has the responsibility to perform their job consistent with the actions necessary for effective response to the hurricane incident.  Within the boundary of the overall list of roles and responsibilities for their position presented in Section 6.3, each member of the IMT has the discretion to modify their position’s roles, responsibilities and actions to meet the scope and circumstances of the hurricane incident.
6.3.1 Common Roles and Responsibilities for IMT Personnel (IC)

	
Common Responsibilities
	Initials
	Date/Time

	Receive assignment, notification, reporting location, reporting time, and travel instructions from your home agency.
	
	

	Upon arrival at the incident, check-in at designated Check-in locations.  Check-in locations may be found at:


Incident Command Post, Base or Camps, Staging Areas, Helibases, Division Supervisors (for direct line assignments).
	
	

	Agency representatives from assisting or cooperating agencies report to Liaison Officer at Command Post after checking in.
	
	

	All radio communications to Incident Communications Center will be addressed:  “(Incident Name) Communications”.
	
	

	Use clear text and ICS terminology (no codes) in all radio transmissions.
	
	

	Receive briefing from immediate supervisor.
	
	

	Acquire work materials.
	
	

	Organize, assign and brief subordinates.
	
	

	Complete forms and reports required of the assigned position and send material through supervisor to Documentation Unit.
	
	

	Respond to demobilization orders.
	
	

	Brief subordinates regarding demobilization.
	
	


6.3.2 Manufacturing IMT Incident Commander (IC)
The IC’s responsibility is the overall management of an incident.  The IC is selected based on qualifications and experience.  The IC is the Incident Commander for the Manufacturing Incident Management Team.  The Refinery Manager is the On-Scene Incident Commander.  The On-Scene Incident Commander serves as the Manufacturing IMT Operations Section once that position has been activated by the IC.

The IC may have Deputy IC’s, who must have the same qualifications as the person for whom they work, as they must be able to take over that position at any time.  When span of control becomes an issue for the IC, a Deputy IC/Chief of Staff may be assigned to manage the Command Staff.  The Incident Commander (IC) directs all aspects of the incident response.

The major responsibilities of the IC are:

· Obtain a briefing from the prior IC (201 Briefing) and On-Scene IC

· Determine Incident Objectives and general direction for managing the incident

· Establish priorities

· Establish an Incident Command Post (ICP)

· Brief Command Staff and Section Chiefs

· Establish an appropriate organization

· Ensure planning meetings are scheduled as required

· Approve and authorize the implementation of an IAP

· Ensure adequate safety measures are in place

· Coordinate activity for all Command and General Staff

· Coordinate with key people and officials

· Brief Manufacturing IMT (Update meetings)

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

· Keep agency administrator informed of incident status

· Ensure Incident Status Summary (ICS 209…prepared by Planning Section) is completed and forwarded to appropriate higher authority

· Order the demobilization of the incident when appropriate

· Maintain Daily Incident Command Unit Log (ICS 214…may be prepared by Planning Section)
The following table presents the Manufacturing IMT Incident Commander’s roles and responsibilities for each hurricane Response Stage.  The list is intended to serve as a guide and a reminder.
	Incident Commander (IC)

	The IC’s responsibility is the overall management of an incident.  The IC is selected based on qualifications and experience.  This position will assume Overall Command of the incident during Stage 5 PLF.

	STAGE 1 PLF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident
· Participate in 11:00 AM update meetings with Meraux Refinery IMT every week day
· Maintain a Unit Log (ICS 214)
	

	STAGE 2 PLF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident

· Participate in 11:00 AM update meetings with Meraux Refinery IMT every day

· Maintain a Unit Log (ICS 214)
	

	STAGE 3 PLF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident
· Participate in 11:00 AM update meetings with Meraux Refinery IMT every day
· Maintain a Unit Log (ICS 214)
· Put Manufacturing IMT on Alert
· Direct Planning Section to begin work on ICS 201
	

	STAGE 4 PLF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident
· Participate in 11:00 AM update meetings with Meraux Refinery IMT every day
· Maintain a Unit Log (ICS 214)
· Activate needed Manufacturing IMT positions
· Direct Planning Section to Complete an ICS 201
	


	STAGE 5 PLF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident
· Participate in 11:00 AM update meetings with Meraux Refinery IMT every day

· Maintain a Unit Log (ICS 214)
· Activate full Manufacturing IMT
· Establish Operational Period
· Establish an Incident Command Post
· Determine general direction for managing the incident

· Establish Incident Objectives

· Establish Incident Priorities

· Review and Revise Priorities as appropriate
· Establish an appropriate organization for the level of response.

· All necessary positions filled

· Within proper span-and-control

· Brief Command and General Staff

· Coordinate activity for all Command and General Staff
· Ensure proper interaction with appropriate agencies

· Consider the need for a Unified Command

· Ensure agencies are being kept up-to-date on current situation

· Consider agency resources that may be available

· Ensure planning meetings are scheduled as required.

· Approve and authorize the implementation of a completed IAP.

· General Overview

· Are there any safety concerns?

· Are all personnel accounted for?

· What is the status of the facility?

· What is the status of the evacuation?

· What is the condition of the weather system?

· What is the official name for this incident?

· Timeline of events

· The current organization structure

· Status of Resources

· What resources are on scene?

· What resources are in staging and their location?
	

	STAGE 6 ALF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident
· Maintain a Unit Log (ICS 214).
· Provide relief for essential personnel in the Command and General Staff as needed.
· Ensure Incident Status Summary (ICS 209) is completed and forwarded to Murphy Oil Executive Committee.
	


	STAGE 7 ALF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident
· Maintain a Unit Log (ICS 214)
· Ensure Incident Status Summary (ICS 209) is completed and forwarded to Murphy Oil Executive Committee
	

	STAGE 8 ALF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident
· Maintain a Unit Log (ICS 214)

· Participate in 11:00 AM update meetings with Meraux Refinery personnel every day

· Ensure Incident Status Summary (ICS 209) is completed and forwarded to Murphy Oil Executive Committee
	

	STAGE 9 ALF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident
· Maintain a Unit Log (ICS 214)

· Participate in 11:00 AM update meetings with Meraux Refinery personnel every day

· Ensure Incident Status Summary (ICS 209) is completed and forwarded to Murphy Oil Executive Committee
	

	STAGE 10 REC
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident 
· Maintain a Unit Log (ICS 214)

· Participate in 11:00 AM update meetings with Meraux Refinery personnel every day

· Ensure Incident Status Summary (ICS 209) is completed and forwarded to Murphy Oil Executive Committee
	

	STAGE 11 REC
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident 
· Maintain a Unit Log (ICS 214)

· Transfer Command to Meraux Refinery IMT

· Conduct a briefing to the oncoming Meraux Refinery IC (201 Briefing) 
· Participate in 11:00 AM update meetings with Meraux Refinery IMT every week day
· Order the demobilization of the incident when appropriate.
· Develop lessons learned for post incident brief
	


6.3.3 Public Information Officer (PIO)
The PIO is responsible for developing and releasing information about the incident to the news media, to incident personnel, and to other appropriate agencies and organizations.  The PIO may have assistants as necessary, and the assistants may also represent assisting agencies or jurisdictions.  (Additional media resources are available through Wood Communications 608-259-0757).

The major responsibilities of the PIO are:

· Determine from the Murphy Oil Executive Committee if there are any limits on information release

· Develop material for use in media briefings

· Obtain approval of media releases from the Murphy Oil Executive Committee

· Inform media and conduct media briefings

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

· Manage a Joint Information Center (JIC) if established

· Obtain media information that may be useful to incident planning

· Maintain current information summaries and/or displays on the incident and provide information on the status of the incident to assigned personnel

· Brief Command and Murphy Oil Executive Committee on PIO issues and concerns

· Maintain Daily Public Information Unit Log (ICS 214)
The following table presents the Manufacturing IMT Public Information Officer’s roles and responsibilities for each hurricane Response Stage.  The list is intended to serve as a guide and a reminder.

	Public Information Officer (PIO)

	The PIO is responsible for developing and releasing information about the incident to the news media, to incident personnel, and to other appropriate agencies and organizations.

	STAGE 1 PLF
	Notes:

	· Keep joint partners updated if directed by the Murphy Oil executive Committee
	

	STAGE 2 PLF
	Notes:

	· Maintain a Unit Log (ICS 214)
	

	STAGE 3 PLF
	Notes:

	· Obtain briefing from Incident Commander

· If placed on ALERT by the Incident Commander make arrangements to fulfill your IMT position with as little distraction as possible

· Reschedule meetings to ensure unresolved issues or projects can be addressed before you are activated

· Reschedule business trips or deadlines so that they do not conflict with fulfilling your duties on the IMT

· Begin making arrangements for accommodating the additional personnel that may relocate from the Meraux Refinery IMT

· Maintain a Unit Log (ICS 214)
	

	STAGE 4 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery IMT everyday if activated by the Incident Commander

· Maintain a Unit Log (ICS 214)
	

	STAGE 5 PLF
	Notes:

	· Obtain briefing from Incident Commander

· Participate in 11:00 AM meetings with Meraux Refinery IMT every day

· Receive a full brief from the Meraux Refinery Public Information Officer or equivalent position

· Integrate appropriate members of the Meraux IMT into the Manufacturing IMT Public Information Section

· Determine any limits of information release from the Murphy Oil Executive Committee

· Establish procedures for handling media relations

· Distribute guidance to Executive Committee, Command and General Staff

· Keep joint partners updated

· Develop material for use in media brief

· Develop a written Press Release

· Collect digital media (e.g. photos, videos, voice recordings…)

· Obtain JIC and Executive Committee approval of media releases

· Inform media and conduct media briefings

· Establish a Joint Information Center (JIC)

· Work with I/C to determine a location

· Arrange for necessary work space, telephones, and staffing

· Obtain media information that may be useful to incident planning

· Maintain current information summaries and/or displays on the incident

· Provide information on the status of the incident to assigned personnel

· Ensure that all required agency forms, reports, and documents are completed

· Keep Executive Committee and Command briefed on any PIO issues or concerns

· Attend planning and briefing meetings to obtain up-to-date information

· Maintain a record of all newspaper articles, radio/television broadcasts, press releases, press conferences and briefings Ensure record is given to Documentation Unit Leader
· Maintain a Unit Log (ICS 214)
	


	STAGE 6 ALF
	Notes:

	· Keep joint partners updated

· Develop material for use in media brief

· Develop a written Press Release

· Collect digital media (e.g. photos, videos, voice recordings…)

· Obtain JIC and Executive Committee approval of media releases

· Inform media and conduct media briefings

· Obtain media information that may be useful to incident planning

· Maintain current information summaries and/or displays on the incident

· Provide information on the status of the incident to assigned personnel

· Ensure that all required agency forms, reports, and documents are completed

· Keep Executive Committee and Command briefed on any PIO issues or concerns

· Attend planning and briefing meetings to obtain up-to-date information

· Maintain a record of all newspaper articles, radio/television broadcasts, press releases, press conferences and briefings. Ensure record is given to Documentation Unit Leader

· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	

	STAGE 7 ALF
	Notes:

	· Keep joint partners updated

· Develop material for use in media brief

· Develop a written Press Release

· Collect digital media (e.g. photos, videos, voice recordings…)

· Obtain JIC and Executive Committee approval of media releases.  Inform media and conduct media briefings

· Obtain media information that may be useful to incident planning

· Maintain current information summaries and/or displays on the incident

· Provide information on the status of the incident to assigned personnel

· Ensure that all required agency forms, reports, and documents are completed.

· Keep Executive Committee and Command briefed on any PIO issues or concerns.

· Attend planning and briefing meetings to obtain up-to-date information.

· Maintain a record of all newspaper articles, radio/television broadcasts, press releases, press conferences and briefings. Ensure record is given to Documentation Unit Leader

· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	

	STAGE 8 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Keep joint partners updated

· Develop material for use in media brief

· Develop a written Press Release

· Collect digital media (e.g. photos, videos, voice recordings…)

· Obtain JIC and Executive Committee approval of media releases

· Inform media and conduct media briefings

· Obtain media information that may be useful to incident planning

· Maintain current information summaries and/or displays on the incident

· Provide information on the status of the incident to assigned personnel

· Ensure that all required agency forms, reports, and documents are completed

· Keep Executive Committee and Command briefed on any PIO issues or concerns

· Attend planning and briefing meetings to obtain up-to-date information

· Maintain a record of all newspaper articles, radio/television broadcasts, press releases, press conferences and briefings. Ensure record is given to Documentation Unit Leader

· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	


	STAGE 9 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Keep joint partners updated

· Develop material for use in media brief

· Develop a written Press Release

· Collect digital media (e.g. photos, videos, voice recordings…)

· Obtain JIC and Executive Committee approval of media releases

· Inform media and conduct media briefings

· Arrange for tours, briefings, and interviews as needed

· Work with Logistics and Operations to organize visits to operational areas

· Work with Safety for a full Safety Brief and appropriate PPE for all media related visitors

· Obtain media information that may be useful to incident planning

· Maintain current information summaries and/or displays on the incident

· Provide information on the status of the incident to assigned personnel

· Ensure that all required agency forms, reports, and documents are completed

· Keep Executive Committee and Command briefed on any PIO issues or concerns

· Attend planning and briefing meetings to obtain up-to-date information

· Maintain a record of all newspaper articles, radio/television broadcasts, press releases, press conferences and briefings. Ensure record is given to Documentation Unit Leader

· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	

	STAGE 10 REC
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Keep joint partners updated

· Develop material for use in media brief

· Develop a written Press Release

· Collect digital media (e.g. photos, videos, voice recordings…)

· Obtain JIC and Executive Committee approval of media releases

· Inform media and conduct media briefings

· Arrange for tours, briefings, and interviews as needed

· Work with Logistics and Operations to organize visits to operational areas

· Work with Safety for a full Safety Brief and appropriate PPE for all media related visitors

· Obtain media information that may be useful to incident planning

· Maintain current information summaries and/or displays on the incident

· Provide information on the status of the incident to assigned personnel

· Ensure that all required agency forms, reports, and documents are completed

· Keep Executive Committee and Command briefed on any PIO issues or concerns

· Attend planning and briefing meetings to obtain up-to-date information

· Maintain a record of all newspaper articles, radio/television broadcasts, press releases, press conferences and briefings. Ensure record is given to Documentation Unit Leader

· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	

	STAGE 11 REC
	Notes:

	· Give a full brief to the Meraux Refinery Public Information Officer or equivalent position

· Develop lessons learned for post incident brief
	


6.3.4 Liaison Officer (LNO)
The LNO is assigned to the incident to be the contact for assisting and /or cooperating Agency Representatives.

The major responsibilities of the LNO are:

· Be a contact point for Agency Representatives

· Maintain a list of assisting and cooperating agencies and Agency Representatives, including name and contact information.  Monitor check-in sheets daily to ensure that all Agency Representatives are identified

· Assist in establishing and coordinating interagency contacts

· Keep agencies supporting the incident aware of incident status

· Monitor incident operations to identify current or potential inter-organizational problems

· Participate in planning meetings, providing limitations and capability of assisting agency resources

· Coordinate response resource needs for Natural Resource Damage Assessment and Restoration (NRDAR) activities with the OSC during oil and HAZMAT responses

· Coordinate response resource needs for incident investigation activities with the OSC

· Coordinate activities of visiting dignitaries

· Ensure that all required agency forms, reports and documents are completed prior to demobilization

· Brief Command on agency issues and concerns

· Maintain Daily Unit Log for Liaison Section(ICS 214)
The following table presents the Manufacturing IMT Liaison Officer’s roles and responsibilities for each hurricane Response Stage.  The list is intended to serve as a guide and a reminder.
	Liaison Officer (LNO)

	The Liaison Officer is assigned to the incident to be the contact for assisting and /or cooperating Agency Representatives.

	STAGE 1 PLF
	Notes:

	· Attend 11:00 AM meetings every weekday with Meraux Refinery if activated by the Incident Commander
· Maintain a Unit Log (ICS 214)
	

	STAGE 2 PLF
	Notes:

	· Attend 11:00 AM meetings everyday with Meraux Refinery IMT if activated by the Incident Commander

· Maintain a Unit Log (ICS 214)
	

	STAGE 3 PLF
	Notes:

	· Obtain briefing from Incident Commander

· Attend 11:00 AM meetings everyday with Meraux Refinery IMT if activated by the Incident Commander

· If placed on ALERT by the Incident Commander make arrangements to fulfill your IMT position with as little distraction as possible

· Reschedule meetings to ensure unresolved issues or projects can be addressed before you are activated

· Reschedule business trips or deadlines so that they do not conflict with fulfilling your duties on the IMT

· Begin making arrangements for accommodating the additional personnel that may relocate from the Meraux Refinery IMT

· Maintain a Unit Log (ICS 214)
	

	STAGE 4 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery IMT everyday if activated by the Incident Commander

· Maintain a Unit Log (ICS 214)
	

	STAGE 5 PLF
	Notes:

	· Obtain briefing from Incident Commander

· Participate in 11:00 AM meetings with Meraux Refinery IMT every day

· Receive a full brief from the Meraux Refinery Liaison Officer or equivalent position

· Integrate appropriate members of the Meraux IMT into the Corporate IMT Liaison Section

· Notify all appropriate Agencies

· Record the names of all representatives notified

· Record time/date of call/notification

· Record agency assigned Incident #’s

· Release or request any information or concerns as tasked by the Incident Commander

· Establish a point-of-contact with a Representative for all Agencies involved

· Develop a list of all Agency Representatives involved

· Include name, 24-hr phone number, and email address

· Monitor check-in sheets daily to ensure that all Agency Representatives are identified

· Monitor and update Agency contact list as needed

· Assist with interagency contacts

· Keep supporting agencies updated on the status of the incident

· Ensure that all required agency forms, reports, and documents are completed

· Keep Command briefed on any Liaison issues or concerns

· Attend planning and briefing meetings to obtain up-to-date information

· Participate in planning meetings to provide information on assisting agencies resources

· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	


	STAGE 6 ALF
	Notes:

	· Ensure that all required agency forms, reports, and documents are completed

· Keep Command briefed on any Liaison issues or concerns.

· Monitor check-in sheets daily to ensure that all Agency Representatives are identified

· Monitor and update Agency contact list as needed

· Assist with interagency contacts

· Keep supporting agencies updated on the status of the incident

· Attend planning and briefing meetings to obtain up-to-date information

· Participate in planning meetings to provide information on assisting agencies resources

· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	

	STAGE 7 ALF
	Notes:

	· Ensure that all required agency forms, reports, and documents are completed

· Keep Command briefed on any Liaison issues or concerns

· Monitor check-in sheets daily to ensure that all Agency Representatives are identified

· Monitor and update Agency contact list as needed

· Assist with interagency contacts

· Keep supporting agencies updated on the status of the incident

· Attend planning and briefing meetings to obtain up-to-date information

· Participate in planning meetings to provide information on assisting agencies resources

· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	

	STAGE 8 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel everyday

· Ensure that all required agency forms, reports, and documents are completed

· Keep Command briefed on any Liaison issues or concerns

· Monitor check-in sheets daily to ensure that all Agency Representatives are identified

· Monitor and update Agency contact list as needed

· Assist with interagency contacts

· Keep supporting agencies updated on the status of the incident

· Attend planning and briefing meetings to obtain up-to-date information

· Participate in planning meetings to provide information on assisting agencies resources
· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	

	STAGE 9 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Ensure that all required agency forms, reports, and documents are completed

· Keep Command briefed on any Liaison issues or concerns

· Monitor check-in sheets daily to ensure that all Agency Representatives are identified.

· Monitor and update Agency contact list as needed

· Assist with interagency contacts

· Keep supporting agencies updated on the status of the incident

· Arrange for tours and briefings for elected officials

· Work with Logistics and Operations to organize visits to operational areas

· Work with Safety for a full Safety Brief and appropriate PPE for all media related visitors

· Attend planning and briefing meetings to obtain up-to-date information

· Participate in planning meetings to provide information on assisting agencies resources

· Resolve reports of conflicting information, and inform the Command of such conflicts
· Maintain a Unit Log (ICS 214)
	

	STAGE 10 REC
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Ensure that all required agency forms, reports, and documents are completed

· Keep Command briefed on any Liaison issues or concerns

· Monitor check-in sheets daily to ensure that all Agency Representatives are identified

· Monitor and update Agency contact list as needed

· Assist with interagency contacts

· Keep supporting agencies updated on the status of the incident

· Arrange for tours and briefings for elected officials

· Work with Logistics and Operations to organize visits to operational areas

· Work with Safety for a full Safety Brief and appropriate PPE for all media related visitors

· Attend planning and briefing meetings to obtain up-to-date information

· Participate in planning meetings to provide information on assisting agencies resources

· Resolve reports of conflicting information, and inform the Command of such conflicts

· Maintain a Unit Log (ICS 214)
	


	STAGE 11 REC
	Notes:

	· Give a full brief to the Meraux Refinery Liaison Officer or equivalent position

· Develop lessons learned for post incident brief
	


6.3.5 Safety Officer (SOFR)
The SOFR function is to develop and recommend measures for assuring personnel safety and to assess and/or anticipate hazardous and unsafe situations.  The SOFR may have assistants, as necessary, and the assistants may also represent assisting agencies or jurisdictions. 

The major responsibilities of the Safety Officer are:

· Participate in tactics and planning meetings, and other meetings and briefings as required

· Identify hazardous situations associated with the incident

· Review the IAP for safety implications

· Provide safety advice in the IAP for assigned responders

· Exercise emergency authority to stop and prevent unsafe acts

· Investigate accidents that have occurred within the incident area

· Assign assistants, as needed

· Review and approve the Medical Plan (ICS 206 to be prepared by Medical Unit Leader if Unit activated)

· Develop the Site Safety Plan and publish Site Safety Plan Summary (ICS 208) as required

· Develop the Work Safety Analysis Worksheet (ICS 215a) as required

· Ensure that all required agency forms, reports and documents are completed prior to demobilization

· Brief Command on safety issues and concerns

· Maintain Daily Unit Log for Safety Unit (ICS 214)
The following table presents the Manufacturing IMT Safety Officer’s roles and responsibilities for each hurricane Response Stage.  The list is intended to serve as a guide and a reminder.
	Safety Officer (SOFR)

	The Safety Officer function is to develop and recommend measures for assuring personnel safety and to assess and/or anticipate hazardous and unsafe situations.

	STAGE 1 PLF
	Notes:

	· Attend 11:00 AM meetings every weekday with Meraux Refinery if activated by the Incident Commander

· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident

· Maintain a Unit Log (ICS 214)
	

	STAGE 2 PLF
	Notes:

	· Attend 11:00 AM meetings everyday with Meraux Refinery IMT if activated by the Incident Commander

· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident

· Maintain a Unit Log (ICS 214)
	


	STAGE 3 PLF
	Notes:

	· Obtain briefing from Incident Commander

· Attend 11:00 AM meetings everyday with Meraux Refinery IMT if activated by the Incident Commander

· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident

· If placed on ALERT by the Incident Commander make arrangements to fulfill your IMT position with as little distraction as possible

· Reschedule meetings to ensure unresolved issues or projects can be addressed before you are activated

· Reschedule business trips or deadlines so that they do not conflict with fulfilling your duties on the IMT

· Begin making arrangements for accommodating the additional personnel that may relocate from the Meraux Refinery IMT

· Maintain a Unit Log (ICS 214)
	

	STAGE 4 PLF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident

· Participate in 11:00 AM meetings with Meraux Refinery IMT every day if activated by the Incident Commander

· Maintain a Unit Log (ICS 214)
	

	STAGE 5 PLF
	Notes:

	· Ensure adequate safety measures are in place.  Safety is a priority.  Safety is considered during every part of the incident 
· Obtain briefing from Incident Commander

· Participate in 11:00 AM meetings with Meraux Refinery IMT every day

· Receive a full brief from the Meraux Refinery Safety Officer or equivalent position

· Integrate appropriate members of the Meraux IMT into the Manufacturing IMT Safety Section

· Identify hazardous situations associated with the incident

· Extreme weather conditions

· Hazardous atmospheres

· Biological and Wildlife hazards

· Safety of surrounding community

· Develop appropriate Site Safety Documentation and submit to the Command for approval

· Site Safety Plan (Incorporate the Safety Plans submitted by contractors)

· Site Safety Plan Summary (ICS 208)

· Work Safety Analysis Worksheet (ICS 215a)

· Maintain a Unit Log (ICS 214)
	

	STAGE 6 ALF
	Notes:

	· Provide safety advice in the IAP for assigned responders

· Maintain appropriate Site Safety Documentation and submit to the Command for approval 

· Site Safety Plan (Incorporate the Safety Plans submitted by contractors)

· Site Safety Plan Summary (ICS 208)

· Work Safety Analysis Worksheet (ICS 215a)

· Ensure Site Safety Plan is adequate and being followed correctly

· Conduct Safety Inspections

· Verify proper use of PPE

· Exercise emergency authority to stop and prevent unsafe acts

· Assign assistants, as needed

· Review the IAP

· Review and Approve the Medical Plan (ICS 206) submitted by Logistics

· Investigate status of refinery personnel and ensure their safety when contact is made

· Assist with any Search and Rescue Operations

· Ensure that all required agency forms, reports, and documents are completed prior to demobilization

· Keep Command briefed on any Safety issues or concerns
· Maintain a Unit Log (ICS 214)
	

	STAGE 7 ALF
	Notes:

	· Provide safety advice in the IAP for assigned responders

· Maintain appropriate Site Safety Documentation and submit to the Command for approval

· Site Safety Plan (Incorporate the Safety Plans submitted by contractors)Site Safety Plan Summary (ICS 208)

· Work Safety Analysis Worksheet (ICS 215a)

· Ensure Site Safety Plan is adequate and being followed correctly

· Conduct Safety Inspections

· Verify proper use of PPE

· Exercise emergency authority to stop and prevent unsafe acts

· Assign assistants, as needed

· Review the IAP

· Review and Approve the Medical Plan (ICS 206) submitted by Logistics

· Follow up with evacuated personnel until they reach safe harbor

· Ensure that all required agency forms, reports, and documents are completed prior to demobilization

· Keep Command briefed on any Safety issues or concerns

· Maintain a Unit Log (ICS 214)
	

	STAGE 8 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Provide safety advice in the IAP for assigned responders

· Identify hazardous situations associated with the incident

· Extreme weather conditions

· Hazardous atmospheres

· Biological and Wildlife hazards

· Safety of surrounding community
· Maintain appropriate Site Safety Documentation and submit to the Command for approval 

· Site Safety Plan (Incorporate the Safety Plans submitted by contractors)

· Site Safety Plan Summary (ICS 208)

· Work Safety Analysis Worksheet (ICS 215a)

· Ensure Site Safety Plan is adequate and being followed correctly

· Conduct Safety Inspections

· Verify proper use of PPE

· Exercise emergency authority to stop and prevent unsafe acts

· Assign assistants, as needed

· Review the IAP

· Review and Approve the Medical Plan (ICS 206) submitted by Logistics

· Investigate accidents that have occurred within the incident area. Develop any required reports or documentation

· Ensure that all required agency forms, reports, and documents are completed prior to demobilization

· Keep Command briefed on any Safety issues or concerns
· Maintain a Unit Log (ICS 214)
	

	STAGE 9 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Provide safety advice in the IAP for assigned responders

· Maintain appropriate Site Safety Documentation and submit to the Command for approval 

· Site Safety Plan (Incorporate the Safety Plans submitted by contractors)

· Site Safety Plan Summary (ICS 208)

· Work Safety Analysis Worksheet (ICS 215a)

· Ensure Site Safety Plan is adequate and being followed correctly

· Conduct Safety Inspections

· Verify proper use of PPE

· Exercise emergency authority to stop and prevent unsafe acts

· Assign assistants, as needed

· Review the IAP

· Review and Approve the Medical Plan (ICS 206) submitted by Logistics

· Investigate accidents that have occurred within the incident area.  Develop any required reports or documentation

· Ensure that all visitors have received a complete Safety Brief

· Ensure visitors have proper PPE

· Ensure visitors have proper training

· Ensure that all required agency forms, reports, and documents are completed prior to demobilization

· Keep Command briefed on any Safety issues or concerns
· Maintain a Unit Log (ICS 214)
	


	STAGE 10 REC
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Provide safety advice in the IAP for assigned responders

· Maintain appropriate Site Safety Documentation and submit to the Command for approval 

· Site Safety Plan (Incorporate the Safety Plans submitted by contractors)

· Site Safety Plan Summary (ICS 208)

· Work Safety Analysis Worksheet (ICS 215a)

· Ensure Site Safety Plan is adequate and being followed correctly

· Conduct Safety Inspections

· Verify proper use of PPE

· Exercise emergency authority to stop and prevent unsafe acts

· Assign assistants, as needed

· Review the IAP

· Review and Approve the Medical Plan (ICS 206) submitted by Logistics

· Investigate accidents that have occurred within the incident area. Develop any required reports or documentation

· Ensure that all visitors have received a complete Safety Brief

· Ensure visitors have proper PPE

· Ensure visitors have proper training

· Ensure that all required agency forms, reports, and documents are completed prior to demobilization

· Keep Command briefed on any Safety issues or concerns

· Maintain a Unit Log (ICS 214)
	

	STAGE 11 REC
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel everyday if needed

· Give a full brief to the Meraux Refinery Safety Officer or equivalent position

· Develop lessons learned for post incident brief
	


6.3.6 Operations Section Chief (OSC)
The OSC, a member of the General Staff, is responsible for the management of all tactical operations directly applicable to the primary mission.  The OSC activates and supervises organization elements in accordance with the IAP and directs its execution.  The OSC also directs the preparation of operational plans; requests or releases resources, monitors operational progress, and makes expedient changes to the IAP, as necessary; and reports such to the IC.

When the Manufacturing IMT is activated, the Meraux Refinery Incident Commander will transfer overall Incident Command to the Manufacturing IMT Incident Commander.  The Refinery Incident Commander will then serve as the Manufacturing IMT Operations Section Chief.  If the Refinery is evacuated, the Refinery IMT Incident Commander will evacuate to El Dorado and continue serving as Manufacturing IMT Operations Section Chief in the El Dorado Incident Command Post.
The OSC may have Deputy Operation Section Chiefs.  The Deputy OSC must have the same qualifications as the person for whom they work.  The person must be ready to take over as Manufacturing IMT Operations Section Chief at any time.  In complex incidents, the OSC may assign a Deputy OSC to supervise on-scene operations while the OSC participates in the planning process.

The major responsibilities of the OSC are:

· Obtain briefing from IC

· Evaluate and request sufficient Section supervisory staffing for both operational and planning activities

· Supervise Operations Section field personnel

· Implement the IAP for the Operations Section

· Evaluate on-scene operations and make adjustments to organization, strategies, tactics, and resources as necessary

· Ensure the Resources Unit is advised of changes in the status of resources assigned to the section

· Ensure that Operations Section personnel execute work assignments following approved safety practices

· Monitor need for and request additional resources to support operations as necessary

· Assemble/dissemble task force/strike teams as appropriate

· Identify/utilize staging areas

· Evaluate and monitor current situation for use in next operational period

· Convert operational incident objectives into strategic and tactical options.  These options may be documented on a Work Analysis matrix (ICS 234)

· Coordinate and consult with the PSC, SOFR, technical specialists, modeling scenarios, trajectories, etc., on selection of appropriate strategies and tactics to accomplish objectives

· Identify kind and number of resources required to support selected strategies

· Subdivide work areas into manageable units

· Develop work assignments and allocate tactical resources based on strategic requirements (ICS 215)

· Coordinate planned activities with the SOFR to ensure compliance with safety practices

· Participate in the Planning process and the development of the tactical portions of the IAP

· Assist with the development of long-range strategic, contingency, and demobilization plans

· Develop recommended list of Section resources to be demobilized and initiate recommendation for release when appropriate

· Receive and implement applicable portions of the incident Demobilization Plan

· Participate in operational briefings to Incident Management Team (IMT) members as well as briefings to media, and visiting dignitaries

· Maintain Daily Operations Section Unit Log

The following table presents the Manufacturing IMT Operations Section Chief’s roles and responsibilities for each hurricane Response Stage.  The list is intended to serve as a guide and a reminder.
	Operations Section Chief (OSC)

	The OSC is responsible for the management of all operations directly applicable to the primary mission.  

	STAGE 1 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery IMT every week day if needed
· Maintain a Unit Log (ICS 214)
	

	STAGE 2 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery IMT every day if needed

· Maintain a Unit Log (ICS 214)
	

	STAGE 3 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery IMT every day if needed

· Maintain a Unit Log (ICS 214)

· If placed on ALERT by the Incident Commander make arrangements to fulfill your IMT position with as little distraction as possible

· Reschedule meetings to ensure unresolved issues or projects can be addressed before you are activated

· Reschedule business trips or deadlines so that they do not conflict with fulfilling your duties on the IMT

· Begin making arrangements for accommodating the additional personnel that may relocate from the Meraux Refinery IMT
	

	STAGE 4 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery IMT every day

· Maintain a Unit Log (ICS 214)

· Carry out air evacuation of Meraux Refinery Standby Team if directed by Incident Commander
	

	STAGE 5 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery IMT every day

· Maintain a Unit Log (ICS 214)

· Integrate appropriate members of the Meraux IMT into the Manufacturing IMT Operations Section

· Obtain briefing from Incident Commander, regarding:

· Status of incident and personnel

· Assist with personnel safety

· Notify offset operators

· Notified affected pipeline companies

· Objectives

· Resources already called out

· Receive a full brief from the Meraux Refinery Operations Section Chief or equivalent position
	

	STAGE 6 ALF
	Notes:

	· Request resources needed to implement the Operations tactics as part of the Incident Action Plan development

· Participate in planning meetings as required

· Conduct Search and Rescue operations for Refinery personnel still on site (if necessary)
· Establish surveillance program 

· Work with Logistics Section Chief to obtain resources necessary to support surveillance ops, including aircraft, maps, and communication equipment

· Advise Planning Section of status as appropriate

· Provide information on the status of the incident to assigned personnel Maintain a Unit Log (ICS 214)
· Maintain a Unit Log (ICS 214)
	

	STAGE 7 ALF
	Notes:

	· Participate in planning meetings as required

· Request resources needed to implement the Operations tactics as part of the Incident Action Plan development

· Supervise the execution of the Incident Action Plan for Operations

· Coordinate operations with those conducted by federal and state agencies

· Make or approve expedient changes to the Incident Action Plan during the operational period as necessary

· Submit daily summary for each location to Situation Unit Leader

· Provide information on the status of the incident to assigned personnel

· Establish surveillance program

· Work with Logistics Section Chief to obtain resources necessary to support surveillance ops, including aircraft, maps, and communication equipment

· Advise Planning Section of status as appropriate
· Maintain a Unit Log (ICS 214)
	


	STAGE 8 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Supervise the execution of the Incident Action Plan for Operations

· Coordinate operations with those conducted by federal and state agencies

· Identify sites for immediate repair

· Establish surveillance program

· Work with Logistics Section Chief to obtain resources necessary to support surveillance ops, including aircraft, maps, and communication equipment

· Advise Planning Section of status as appropriate.

· Make or approve expedient changes to the Incident Action Plan during the operational period as necessary

· Submit daily summary for each location to Situation Unit Leader

· Request resources needed to implement the Operations tactics as part of the Incident Action Plan development

· Provide information on the status of the incident to assigned personnel
· Maintain a Unit Log (ICS 214)
	

	STAGE 9 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Send representative to the field

· Request resources needed to implement the Operations tactics as part of the Incident Action Plan development

· Provide information on the status of the incident to assigned personnel

· Participate in planning meetings as required

· Supervise the execution of the Incident Action Plan for Operations

· Coordinate operations with those conducted by federal and state agencies

· Make or approve expedient changes to the Incident Action Plan during the operational period as necessary

· Submit daily summary for each location to Situation Unit Leader

· Work with Planning to de-mobilize equipment not in use

· Provide relief for essential employee assignments

· Maintain surveillance program

· Work with Logistics Section Chief to obtain resources necessary to support surveillance ops, including aircraft, maps, and communication equipment

· Advise Planning Section of status as appropriate

· Maintain a Unit Log (ICS 214)
	

	STAGE 10 REC
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Request resources needed to implement the Operations tactics as part of the Incident Action Plan development

· Participate in planning meetings as required

· Supervise the execution of the Incident Action Plan for Operations

· Maintain surveillance program

· Work with Logistics Section Chief to obtain resources necessary to support surveillance ops, including aircraft, maps, and communication equipment

· Advise Planning Section of status as appropriate

· Coordinate operations with those conducted by federal and state agencies

· Make or approve expedient changes to the Incident Action Plan during the operational period as necessary

· Submit daily summary for each location to Situation Unit Leader

· Work with Planning to de-mobilize equipment not in use

· Provide relief for essential employee assignments

· Provide information on the status of the incident to assigned personnel

· Maintain a Unit Log (ICS 214)
	

	STAGE 11 REC
	Notes:

	· Give a full brief to the Meraux Refinery Operations Section Chief or equivalent position

· Develop lessons learned for post incident brief

· Maintain a Unit Log (ICS 214)
	


6.3.7 Planning Section Chief (PSC)
The PSC, a member of the General Staff, is responsible for the collection, evaluation, dissemination, and use of incident information and maintaining status of assigned resources.  Information is needed to:

· Understand the current situation

· Predict the probable course of incident events

· Prepare strategies, plans and alternative strategies and plans for the incident and

· Submit required incident status reports

The PSC may have Deputy Planning Section Chiefs.  The Deputy PSC must have the same qualifications as the person for whom they work, as they must be ready to take over that position at any time.

The major duties of the PSC are:

· Collect, process, and display incident information

· Assist OSC in the development of response strategies

· Supervise preparation of the IAP

· Facilitate planning meetings and briefings

· Supervise the tracking of incident personnel and resources through the Resources Unit

· Assign personnel already on-site to ICS organizational positions as appropriate

· Establish information requirements and reporting schedules for Planning Section Units (e.g., resources, Situation)

· Determine the need for any specialized resources in support of the incident

· Establish special information collection activities as necessary (e.g., weather, environmental, toxics, etc.)

· Assemble information on alternative strategies

· Provide periodic predictions on incident potential

· Keep Incident Management Team (IMT) apprised of any significant changes in the incident status

· Compile and display incident status information

· Oversee preparation and implementation of the Incident Demobilization Plan

· Incorporate plans (e.g., Traffic, Medical, Communications, and Site Safety) into the IAP

· Develop other incident supporting plans (e.g., salvage, transition, security)

· Maintain Planning Section Daily Unit Log (ICS 214)
The following table presents the Manufacturing IMT Planning Section Chief’s roles and responsibilities for each hurricane Response Stage.  The list is intended to serve as a guide and a reminder.
	Planning Section Chief (PSC)

	The PSC is responsible for the collection, evaluation, dissemination, and use of information about the development of the incident and use of resources.

	STAGE 1 PLF
	Notes:

	· Attend 11:00 AM meetings every weekday with Meraux Refinery if activated by the Incident Commander.

· Ensure that the Documentation Unit Leader (DOCL) is taking the minutes of these meetings and distributing them to the appropriate IMT positions.

· Maintain a Unit Log (ICS 214)
	

	STAGE 2 PLF
	Notes:

	· Attend 11:00 AM meetings everyday with Meraux Refinery if activated by the Incident Commander

· Ensure that the Documentation Unit Leader (DOCL) is taking the minutes of these meetings and distributing them to the appropriate IMT positions

· Maintain a Unit Log (ICS 214)
	

	STAGE 3 PLF
	Notes:

	· Attend 11:00 AM meetings everyday with Meraux Refinery if activated by the Incident Commander

· Ensure that the Documentation Unit Leader (DOCL) is taking the minutes of these meetings and distributing them to the appropriate IMT positions

· Obtain briefing from Incident Commander

· Develop the following reports:

· ICS 201 (Incident Brief)

· ICS 201-1 (Incident Map)

· ICS 201-2 (Summary of Current Actions)

· ICS 201-3 (Organization Chart)

· ICS 201-4 (Resource Summary)

· If placed on ALERT by the Incident Commander make arrangements to fulfill your IMT position with as little distraction as possible

· Reschedule meetings to ensure unresolved issues or projects can be addressed before you are activated

· Reschedule business trips or deadlines so that they do not conflict with fulfilling your duties on the IMT

· Begin making arrangements for accommodating the additional personnel that may relocate from the Meraux Refinery IMT

· Maintain a Unit Log (ICS 214)
	

	STAGE 4 PLF
	Notes:

	· Attend 11:00 AM meetings everyday with Meraux Refinery if activated by the Incident Commander

· Ensure that the Documentation Unit Leader (DOCL) is taking the minutes of these meetings and distributing them to the appropriate IMT positions

· Develop the following reports:

· ICS 201 (Incident Brief)

· ICS 201-1 (Incident Map)

· ICS 201-2 (Summary of Current Actions)

· ICS 201-3 (Organization Chart)

· ICS 201-4 (Resource Summary)
· Maintain a Unit Log (ICS 214)
	

	STAGE 5 PLF
	Notes:

	· Develop the following reports:

· ICS 201 (Incident Brief)

· ICS 201-1 (Incident Map)

· ICS 201-2 (Summary of Current Actions)

· ICS 201-3 (Organization Chart)

· ICS 201-4 (Resource Summary)

· Maintain a Unit Log (ICS 214)

· Obtain briefing from Incident Commander

· Attend 11:00 AM meetings every day with Meraux Refinery

· Ensure that the Documentation Unit Leader (DOCL) is taking the minutes of these meetings and distributing them to the appropriate IMT positions

· Receive a full brief from the Meraux Refinery Planning Section Chief or equivalent position

· Integrate appropriate members of the Meraux IMT into the Manufacturing IMT Planning Section

· Call out and assign Specialists where needed:
· Technical 
· Legal Specialist

· IMPACT Weather

· Activate Planning Section Units as necessary to support planning needs

· Documentation

· Situation Unit Leader

· Resource Unit Leader

· Consider available strategies

· Prepare and distribute orders from Incident Command

· Instruct Planning Section Units in distribution and routing of incident information

· Ensure that information collection and reporting requirements are being met

· Maintain Section records
	

	STAGE 6 ALF
	Notes:

	· Develop the plan for:

· Search and Rescue Operations

· Over-flight and Reconnaissance Operations

· Establish a Planning Cycle and develop a Meeting Agenda

· Conduct Planning Meetings

· Supervise preparation of the Incident Action Plan

· Establish information requirements and reporting schedules for all ICS organizational elements for use in preparing the Incident Action Plan

· Develop short range and long range tactical plans

· Collect and process situation information about the incident

· Monitor Situation Status Report prepared by Situation Unit Leader

· Prepare Incident Status Summary (ICS 209)

· Prepare and distribute orders from Incident Command

· Instruct Planning Section Units in distribution and routing of incident information

· Maintain Section records

· Maintain a Unit Log (ICS 214)
	

	STAGE 7 ALF
	Notes:

	· Prepare and distribute orders from Incident Command

· Instruct Planning Section Units in distribution and routing of incident information

· Establish a Planning Cycle and develop a Meeting Agenda

· Conduct Planning Meetings

· Supervise preparation of the Incident Action Plan

· Establish information requirements and reporting schedules for all ICS organizational elements for use in preparing the Incident Action Plan

· Develop short range and long range tactical plans

· Collect and process situation information about the incident

· Monitor Situation Status Report prepared by Situation Unit Leader

· Prepare Incident Status Summary (ICS 209)

· Maintain Section records

· Maintain a Unit Log (ICS 214)
	· 

	STAGE 8 ALF
	Notes:

	· Prepare and distribute orders from Incident Command

· Attend 11:00 AM meetings every day with Meraux Refinery

· Ensure that the Documentation Unit Leader (DOCL) is taking the minutes of these meetings and distributing them to the appropriate IMT positions

· Conduct Planning Meetings

· Supervise preparation of the Incident Action Plan

· Collect and process situation information about the incident

· Monitor Situation Status Report prepared by Situation Unit Leader

· Prepare Incident Status Summary (ICS 209)

· Establish information requirements and reporting schedules for all ICS organizational elements for use in preparing the Incident Action Plan

· Develop short range and long range tactical plans

· Instruct Planning Section Units in distribution and routing of incident information

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	


	STAGE 9 ALF
	Notes:

	· Conduct Planning Meetings

· Attend 11:00 AM meetings every day with Meraux Refinery

· Ensure that the Documentation Unit Leader (DOCL) is taking the minutes of these meetings and distributing them to the appropriate IMT positions

· Prepare and distribute orders from Incident Command

· Supervise preparation of the Incident Action Plan

· Collect and process situation information about the incident

· Monitor Situation Status Report prepared by Situation Unit Leader.

· Prepare Incident Status Summary (ICS 209)
· Prepare recommendations for release of resources for submission to members of Incident Command

· Develop short range and long range tactical plans

· Ensure that information collection and reporting requirements are being met

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 10 REC
	Notes:

	· Conduct Planning Meetings

· Attend 11:00 AM meetings every day with Meraux Refinery

· Ensure that the Documentation Unit Leader (DOCL) is taking the minutes of these meetings and distributing them to the appropriate IMT positions

· Prepare and distribute orders from Incident Command

· Supervise preparation of the Incident Action Plan

· Collect and process situation information about the incident

· Monitor Situation Status Report prepared by Situation Unit Leader

· Prepare Incident Status Summary (ICS 209)

· Prepare recommendations for release of resources for submission to members of Incident Command

· Instruct Planning Section Units in distribution and routing of incident information

· Ensure that information collection and reporting requirements are being met

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 11 REC
	Notes:

	· Attend 11:00 AM meetings every day with Meraux Refinery

· Ensure that the Documentation Unit Leader (DOCL) is taking the minutes of these meetings and distributing them to the appropriate IMT positions

· Give a full brief to the Meraux Refinery Planning Section Chief or equivalent position

· Develop lessons learned for post incident brief

· Plan and conduct post incident brief with company personnel involved in the Incident management Process
	


6.3.8 Logistics Section Chief (LSC)
The LSC, a member of the General Staff, is responsible for providing facilities, services, and material in support of the incident.  The LSC participates in the development and implementation of the IAP and activates and supervises the Branches and Units within the Logistics Section.

The LSC may have Deputy Logistic Section Chiefs.  The Deputy LSC must have the same qualifications as the person for whom they work, as they must be ready to take over that position at any time.
The major responsibilities of the LSC are:

· Assign work locations and preliminary work tasks to Section personnel

· Notify the Resources Unit of the Logistics Section Units activated, including names and locations of assigned personnel

· Assemble and brief Logistics Brach Directors and Unit Leaders

· Determine and supply immediate incident resource and facility needs

· In conjunction with Command, develop and advise all Sections of the IMT resource approval and requesting process

· Review proposed tactics for upcoming operational period for ability to provide resources and logistical support

· Identify long-term service and support requirements for planned and expected operations

· Advise Command and other Section Chiefs on resource availability to support incident needs

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

· Identify resource needs for incident contingencies

· Coordinate and process requests for additional resources

· Track resource effectiveness and make necessary adjustments

· Advise on current service and support capabilities

· Request and/or set up expanded ordering processes as appropriate to support incident

· Develop recommended list of Section resources to be demobilized and initiate recommendation for release when appropriate

· Receive and implement applicable portions of the incident Demobilization Plan

· Ensure the general welfare and safety of Logistics Section personnel

· Maintain Logistics Section Daily Unit Log (ICS 214)
The following table presents the Manufacturing IMT Logistics Section Chief’s roles and responsibilities for each hurricane Response Stage.  The list is intended to serve as a guide and a reminder.
	Logistics Section Chief (LSC)

	The LSC is responsible for all of the services and support needs of an incident, including obtaining and maintaining essential personnel, facilities, equipment and supplies as requested by, or in support of Incident Commander, Operations, and/or Planning.

	STAGE 1 PLF
	Notes:

	· Attend 11:00 AM meetings every weekday with Meraux Refinery if activated by the Incident Commander
· Maintain a Unit Log (ICS 214)
	

	STAGE 2 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day if activated by the Incident Commander

· Maintain a Unit Log (ICS 214)

· Source living quarters for relocated employees and their families

· Obtain headcount from Meraux Refinery Planning Section Chief (or equivalent position), of personnel that may deploy to El Dorado
	

	STAGE 3 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day if activated by the Incident Commander

· Obtain briefing from Incident Commander

· If placed on ALERT by the Incident Commander make arrangements to fulfill your IMT position with as little distraction as possible

· Reschedule meetings to ensure unresolved issues or projects can be addressed before you are activated

· Reschedule business trips or deadlines so that they do not conflict with fulfilling your duties on the IMT

· Begin making arrangements for accommodating the additional personnel that may relocate from the Meraux Refinery IMT

· Maintain a Unit Log (ICS 214)

· Develop a Communications Plan (ICS 205) for Murphy, Contractor, and Agency personnel
	

	STAGE 4 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Maintain Communications Plan (ICS 205)

· Maintain a Unit Log (ICS 214)
	

	STAGE 5 PLF
	Notes:

	· Obtain briefing from Incident Commander

· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Receive a full brief from the Meraux Refinery Logistics Section Chief or equivalent position

· Integrate appropriate members of the Meraux IMT into the Manufacturing IMT Logistics Section

· Meet with Finance Section Chief and determine contract agreements and rates with existing contractors

· Activate Logistics Section Units as necessary to support logistical needs:
· Communications

· Food Unit

· Facilities Unit

· Security

· Supply

· Maintain Communications Plan (ICS 205)

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 6 ALF
	Notes:

	· Identify service and support requirement for planned operations

· Advise Operations of types and capabilities of on-site equipment, personnel, and material assets

· Advise Operations of characteristics and capabilities of available equipment, personnel, and material assets

· Inform Operations of logistics shortfalls

· Inform Operations of assets received into / released out of operating area

· Communicate directly with contractors in the field to identify and resolve logistics requirements

· Support decontamination, reconstitution, and redeployment of equipment resources

· Prepare Medical Plan (ICS 206)

· Participate in planning meetings as required

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

· Maintain Communications Plan (ICS 205)

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 7 ALF
	Notes:

	· Identify service and support requirement for planned operations.

· Advise Operations of types and capabilities of on-site equipment, personnel, and material assets

· Advise Operations of characteristics and capabilities of available equipment, personnel, and material assets

· Inform Operations of logistics shortfalls

· Inform Operations of assets received into / released out of operating area

· Communicate directly with contractors in the field to identify and resolve logistics requirements

· Support decontamination, reconstitution, and redeployment of equipment resources

· Prepare Medical Plan (ICS 206)

· Participate in planning meetings as required

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

· Maintain Communications Plan (ICS 205)

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 8 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Participate in planning meetings as required.

· Identify service and support requirement for planned operations

· Advise Operations of types and capabilities of on-site equipment, personnel, and material assets

· Advise Operations of characteristics and capabilities of available equipment, personnel, and material assets

· Inform Operations of logistics shortfalls

· Inform Operations of assets received into / released out of operating area

· Communicate directly with contractors in the field to identify and resolve logistics requirements

· Support decontamination, reconstitution, and redeployment of equipment resources

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

· Maintain Communications Plan (ICS 205) and Medical Plan (ICS 206)

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 9 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Participate in planning meetings as required

· Identify service and support requirement for planned operations

· Advise Operations of types and capabilities of on-site equipment, personnel, and material assets

· Advise Operations of characteristics and capabilities of available equipment, personnel, and material assets

· Inform Operations of logistics shortfalls

· Inform Operations of assets received into / released out of operating area

· Communicate directly with contractors in the field to identify and resolve logistics requirements

· Support decontamination, reconstitution, and redeployment of equipment resources

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

· Maintain Communications Plan (ICS 205) and Medical Plan (ICS 206)

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 10 REC
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Participate in planning meetings as required

· Identify service and support requirement for planned operations

· Advise Operations of types and capabilities of on-site equipment, personnel, and material assets

· Advise Operations of characteristics and capabilities of available equipment, personnel, and material assets

· Inform Operations of logistics shortfalls

· Inform Operations of assets received into / released out of operating area

· Communicate directly with contractors in the field to identify and resolve logistics requirements

· Support decontamination, reconstitution, and redeployment of equipment resources

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

· Maintain Communications Plan (ICS 205) and Medical Plan (ICS 206)

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 11 REC
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day if needed

· Give a full brief to the Meraux Refinery Logistics Section Chief or equivalent position

· Develop lessons learned for post incident brief.
	


6.3.9 Finance Section Chief (FSC)
The FSC, a member of the General Staff, is responsible for all financial, administrative, and cost analysis aspects of the incident and for supervising members of the Finance/Admin Section.

The FSC may have Deputy Finance Section Chiefs.  The Deputy FSC must have the same qualifications as the person for whom they work, as they must be ready to take over that position at any time.
The major responsibilities of the FSC are:

· Participate in incident planning meetings and briefings as required

· Review operational plans and provide alternatives where financially input and guidance is required
· Manage all financial aspects of an incident

· Provide financial and cost analysis information as requested

· Develop an operating plan for the Finance/Admin Section; fill supply and support needs

· Ensure that all personnel time records are accurately completed

· Provide financial input to demobilization planning

· Maintain Finance Section Daily Unit Log
The following table presents the Manufacturing IMT Finance Section Chief’s roles and responsibilities for each hurricane Response Stage.  The list is intended to serve as a guide and a reminder.
	Finance Section Chief (FSC)

	The FSC is responsible for all financial, administrative and cost analysis aspects of the incident and for supervising members of the Finance/Admin Section.

	STAGE 1 PLF
	Notes:

	· Attend 11:00 AM meetings every weekday with Meraux Refinery if activated by the Incident Commander

· Maintain a Unit Log (ICS 214)
	

	STAGE 2 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day if activated by the Incident Commander

· Maintain a Unit Log (ICS 214)
	

	STAGE 3 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day if activated by the Incident Commander

· Obtain briefing from Incident Commander

· If placed on ALERT by the Incident Commander make arrangements to fulfill your IMT position with as little distraction as possible

· Reschedule meetings to ensure unresolved issues or projects can be addressed before you are activated

· Reschedule business trips or deadlines so that they do not conflict with fulfilling your duties on the IMT

· Begin making arrangements for accommodating the additional personnel that may relocate from the Meraux Refinery IMT

· Maintain a Unit Log (ICS 214) 
	

	STAGE 4 PLF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Maintain a Unit Log (ICS 214)
	

	STAGE 5 PLF
	Notes:

	· Obtain briefing from Incident Commander

· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Receive a full brief from the Meraux Refinery Finance Section Chief or equivalent position

· Integrate appropriate members of the Meraux IMT into the Manufacturing IMT Finance Section

· Meet with Logistics Section Chief and provide contract agreements and rates with existing contractors

· Activate Finance Section Units as necessary to support financial needs

· Procurement

· Compensation / Claims

· Cost Unit

· Develop an operating plan for the Finance Section

· Coordinate with Meraux Refinery procurement specialists

· Ensure that a system is in place to properly manage the financial aspects of equipment acquisition and to account for expenditures

· Coordinate invoice verification, appropriate charge coding and system input for complete processing and payment

· Work with the Logistics Section Chief to coordinate needs for purchase orders, verification of receipts, invoices, and special payments

· Establish a cash-working fund and activate a special checking account for required manual payments and local requirements

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 6 ALF
	Notes:

	· Provide input in all planning sessions on financial and cost analysis matters

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 7 ALF
	Notes:

	· Provide input in all planning sessions on financial and cost analysis matters

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	


	STAGE 8 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day
· Provide input in all planning sessions on financial and cost analysis matters

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 9 ALF
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Provide input in all planning sessions on financial and cost analysis matters

· Participate in all demobilization planning

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 10 REC
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day

· Provide input in all planning sessions on financial and cost analysis matters

· Participate in all demobilization planning

· Maintain Section records
· Maintain a Unit Log (ICS 214)
	

	STAGE 11 REC
	Notes:

	· Participate in 11:00 AM meetings with Meraux Refinery personnel every day if needed

· Give a full brief to the Meraux Refinery Finance Section Chief or equivalent position

· Develop lessons learned for post incident brief
	


7. 
PLANNING CYCLE
7.1 Manufacturing IMT Planning “P”
The Manufacturing IMT Planning “P” is a visual summary of the incident response activities performed by the Refinery and Manufacturing IMT’s and their schedule during a storm or other incident.  The scope of the Planning “P” is broad in order to apply to any incident that may occur.  However, many incidents may be smaller in magnitude.  Consistent with the intent of the NIMS Incident Command System, the Incident Commander has the discretion to reduce the scale of the IMT activated, the duration of IMT activation, and the frequency of activities.  
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7.2 U. S. Coast Guard Planning “P”
The Manufacturing IMT Planning “P” was developed based on the U. S. Coast Guard’s Planning “P” in Section 7.2.  The Coast Guard Planning “P” was modified to reflect Manufacturing’s response requirements while maintaining compatibility with the NIMS Incident Command System.  The U.S Coast Guard Planning “P” provides useful detail about activities at each stage of an incident from its inception through continuous periodic planning and action required to bring the incident to a close.  Additional information regarding the U.S. Coast Guard’s incident management is contained in the Coast Guard’s “Incident Management Handbook”.  Copies of the Handbook are available from the Manufacturing IMT Documentation Section Leader upon request.  An electronic version of the Handbook is available on the Murphy El Dorado network at:  G:\Response\Downstream Emergency Response.
[image: image10.emf]
APPENDIX A

FORMS

A.1
Update Meeting Format
The Update Meeting Format serves as a guide for the daily update meetings to be held between the Manufacturing IMT and Refinery IMT personnel during hurricane response stages up until the time the Manufacturing Incident Management Team is fully activated, and the Incident Command System is employed.  The Update Meeting format may be varied at the discretion of the Manufacturing IMT Incident Commander, and as necessary to meet changing circumstances associated with the hurricane event.
ATTENDEES: 
Manufacturing (El Dorado)

	Manufacturing IMT Incident Commander (Vice President of Refinery)
	Manufacturing IMT Planning Section Chief

	Manufacturing IMT Logistics Section Chief
	Manufacturing IMT Finance Section Chief

	Manufacturing IMT Human Resources Section Leader
	Manufacturing IMT Documentation Unit Leader

	(Other El Dorado personnel at the request of the IMT Incident Commander.  When Hurricane Response Stage 3 PLF is reached, all Manufacturing IMT Section Chiefs are required to attend the Update Meeting.)


Meraux Refinery

	Refinery IMT Incident Commander (Refinery Manager)
	Production Manager

	Logistics and Planning Manager
	Human Resources Manager

	Administrative Assistant - Meraux
	

	(Other Meraux personnel at the request of the IMT Incident Commander.  When Hurricane Response Stage 3 PLF is reached, all Refinery IMT Section Chiefs are required to attend the Update Meeting.)


PURPOSE OF THE MEETING:
The purpose of the Update Meeting is to provide a venue for communicating status of refinery hurricane preparation, storm status and to coordinate Manufacturing and Refinery organizations and resources in preparation for a hurricane incident.
TIME / FREQUENCY OF MEETING (Varies with Hurricane Response Stage):
· Initial meeting triggered by a Stage 1 Alert at Refinery 

· Daily weekday meeting at 11:00 AM for Stage 1 PLF or higher 

· Daily weekend meeting at 11:00 AM for Stage 2, 3 or 4 PLF
AGENDA:

· Introduction:

Refinery is in a Stage              alert. The projected track of the storm indicates a potential landfall on               date and a projected strength at ​         category. 
The Major Action items at the refinery include: 

· XXXX
· YYYY
· Review other pertinent storm data

· Review open action items from previous meeting

· Review personnel issues (if any)
· Review Crude deliveries
· Review Product Shipments
· Review Tank inventory (current and projected)
· Open/Ad hoc issues
· Identify new / potential issues
· Assign action items
A.2
ICS 201 – Incident Brief Cover Sheet
	1. Incident Name

     
	2. Operational Period to be covered by IAP (Date/Time)

From:                                      To:      
	CG IAP COVER SHEET

	3. Approved by Incident Commander(s):

      ORG               NAME
     

     


     

     


     

     


     

     


     

     


	INCIDENT ACTION PLAN

The items checked below are included in this Incident Action Plan:

 FORMCHECKBOX 

ICS 202-CG (Response Objectives)

_________________________________________________________________________________________________

 FORMCHECKBOX 

ICS 203-CG (Organization List) – OR – ICS 207-CG (Organization Chart)

_________________________________________________________________________________________________

 FORMCHECKBOX 

ICS 204-CGs (Assignment Lists)


One Copy each of any ICS 204-CG attachments:

_________________________________________________________________________________________________

 FORMCHECKBOX 

ICS 205-CG (Communications Plan)

_________________________________________________________________________________________________

 FORMCHECKBOX 

ICS 206-CG (Medical Plan)

 FORMCHECKBOX 

ICS 208-CG (Site Safety Plan) or Note SSP Location ___________________________________________________

 FORMCHECKBOX 

Map/Chart

 FORMCHECKBOX 

Weather forecast / Tides/Currents

Other Attachments

 FORMCHECKBOX 

     


 FORMCHECKBOX 

     


 FORMCHECKBOX 

     


 FORMCHECKBOX 

     


 FORMCHECKBOX 

     


 FORMCHECKBOX 

     




	4. Prepared by:
Date/Time 
     
     


A.3
ICS 201 – Incident Brief 

	1. Incident Name

     
	2. Prepared by: (name)      
Date:                             Time:       
	INCIDENT BRIEFING

ICS 201-CG 

	3. Map/Sketch
(include sketch, showing the total area of operations, the incident site/area, overflight results, trajectories, impacted shorelines, or other graphics depicting situational and response status)

     

	4. Current Situation:       

	     

	     

	     

	     

	5.   Initial Response Objectives,  Current Actions, Planned Actions

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	6. Current Organization (fill in additional appropriate organization)


     


     


     

                                                     
     

     

Safety Officer
     

Liaison Officer
     

Public Information Officer
     




	7. Resources Summary

Resource
	Resource Identifier
	Date

Time

Ordered
	On-

Scene

  ETA
   (X)
	NOTES: (Location/Assignment/Status)

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	 
	     

	     
	     
	     
	     
	  
	     


A.4
ICS 202 – Incident Objectives 

	1. Incident Name

     
	2. Operational Period (Date/Time)

From:      
To:      
	INCIDENT OBJECTIVES

ICS 202-CG

	3.  Objective(s)

     

	4.  Operational Period Command Emphasis (Safety Message, Priorities, Key Decisions/Directions)

     

	Approved Site Safety Plan Located at:      

	5. Prepared by: (Planning Section Chief)
Date/Time 

      
     


INCIDENT OBJECTIVES (ICS 202-CG)

Purpose. The Incident Objectives form describes the basic incident strategy, control objectives, command emphasis/priorities, and safety considerations for use during the next operational period. 

Preparation. The Incident Objectives form is completed by the Planning Section following each Command and General Staff Meeting conducted in preparing the Incident Action Plan.

Distribution. The Incident Objectives form will be reproduced with the IAP and given to all supervisory personnel at the Section, Branch, Division/Group, and Unit levels. All completed original forms MUST be given to the Documentation Unit.

Item #
Item Title
Instructions

1.
Incident Name
Enter the name assigned to the incident.

2.
Operational Period
Enter the time interval for which the form applies. Record the start and end date and time.

3.
Objective(s) 
Enter clear, concise statements of the objectives for managing the response. These objectives are for the incident response for this operational period and for the duration of the incident. Include alternatives.

4.
Operational Period
Enter clear, concise statements for safety message, priorities, 


Command Emphasis
and key command emphasis/decisions/directions.  Enter information such as known safety hazards and specific precautions to be observed during this operational period. If available, a safety message should be referenced and attached. At the bottom of this box, enter the location where approved Site Safety Plan is available for review.

5.
Site Safety Plan
Note location of the approved Site Safety Plan.

6.
Prepared By
Enter the name of the Planning Section Chief completing the form.

7.
Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).

NOTE: ICS 202-CG, Incident Objectives, serves as part of the Incident Action Plan (IAP) 
A.5
ICS 203 – Organization Assignment List 

	1. Incident Name

     
	2. Operational Period (Date/Time)

From:      
           To:      
	ORGANIZATION ASSIGNMENT LIST

ICS 203-CG

	3. Incident Commander(s) and Staff
	7. OPERATION SECTION

	Agency
	IC
	Deputy
	Chief
	     

	
	     
	     
	Deputy
	     

	
	     
	     
	Deputy 
	     

	
	     
	     
	Staging Area Manager
	     

	
	     
	     
	Staging Area Manager
	     

	
	     
	     
	Staging Area Manager
	     

	Safety Officer:
	     
	     
	     

	Information Officer:
	     
	     
	     

	Liaison Officer:
	     
	     
	     

	     
	     
	
a. Branch – Division Groups

	4. Agency Representatives
	Branch Director
	     

	Agency
	Name
	Deputy
	     

	     
	     
	Division Group
	     
	     

	     
	     
	Division Group
	     
	     

	     
	     
	Division Group
	     
	     

	     
	     
	Division/Group
	     
	     

	     
	     
	Division/Group
	     
	     

	5. PLANNING/INTEL SECTION
	
b. Branch – Division/Groups

	Chief
	     
	      Branch Director
	     

	Deputy
	     
	Deputy
	     

	Resources Unit
	     
	Division/Group
	     
	     

	Situation Unit
	     
	Division/Group
	     
	     

	Environmental Unit
	     
	Division/Group
	     
	     

	Documentation Unit
	     
	
Division/Group
	     
	     

	Demobilization Unit
	     
	Division/Group
	     
	     

	Technical Specialists
	     
	
c. Branch – Division/Groups

	     
	     
	      Branch Director
	     

	     
	     
	      Deputy
	     

	     
	     
	Division/Group
	     
	     

	     
	     
	Division/Group
	     
	     

	6. LOGISTICS SECTION
	
Division/Group
	     
	     

	Chief
	     
	Division/Group
	     
	     

	Deputy
	     
	Division/Group
	     
	     

	
a. Support Branch
	
d. Air Operations Branch
	     

	Director
	     
	Air Operations Br. Dir
	     

	Supply Unit
	     
	Helicopter Coordinator
	     

	Facilities Unit
	     
	     
	     

	Vessel Support Unit
	     
	8. FINANCE/ADMINISTRATION SECTION

	Ground Support Unit
	     
	Chief
	     

	     
	     
	Deputy
	     

	
b. Service Branch
	Time Unit
	     

	Director
	     
	Procurement Unit
	     

	Communications Unit
	     
	Compensation/Claims Unit
	     

	Medical Unit
	     
	Cost Unit
	     

	Food Unit
	     
	     
	     

	9. Prepared By: (Resources Unit)
Date/Time 
     
     


ORGANIZATION ASSIGNMENT LIST (ICS 203-CG) Instructions for filling out the form

Purpose. The Organization Assignment List provides ICS personnel with information on the units that are currently activated and the names of personnel staffing each position/unit. It is used to complete the Incident Organization Chart (ICS form 207-CG) which is posted on the Incident Command Post display. An actual organization will be 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.

Preparation. The Resources Unit prepares and maintains this list under the direction of the Planning Section Chief.

Note:  Depending on the incident, the Intelligence and Information function may be organized in several ways:  1) within the Command Staff as the Intelligence Officer; 2) As an Intelligence Unit in Planning Section; 3) As an Intelligence Branch or Group in the Operations Section; 4) as a separate General Staff Intelligence Section; and 5) as an Intelligence Technical Specialist.  The incident will drive the need for the Intelligence and Information function and where it is located in the ICS organization structure.  The Intelligence and information function is described in significant detail in NIMS and in the Coast Guard Incident Management Handbook (IMH).  

Distribution. The Organization Assignment List is duplicated and attached to the Incident Objectives form (ICS 202-CG) and given to all recipients of the Incident Action Plan. All completed original forms MUST be given to the Documentation Unit.

Item #
Item Title
Instructions

1.
Incident Name
Enter the name assigned to the incident.

2.
Operational Period
Enter the time interval for which the form applies. Record the start and end date and time.

3.
Incident Commander
Enter the names of the Incident Commander and Staff. Use at least the first initial and last name.

4.
Agency 
Enter the agency names and the names of their representatives.  Representative
Use at least the first initial and last name.

5.
Section
Enter the name of personnel staffing each of the listed positions. Use at least the first initial and last name.  For Units, indicate Unit Leader and for Divisions. 

6.
Groups 
Indicate Division/Group Supervisor. Use an additional page if more than three branches are activated. If there is a shift change during the specified operational period, list both names, separated by a slash.

7.
Prepared By 
Enter the name and position of the person completing the form

8.
Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).

A.6
ICS 204 – Assignment List

	1. Incident Name

     
	2. Operational Period (Date/Time)

From:      
       To:      
	Assignment List

ICS 204-CG

	3. Branch

     
	4. Division/Group/Staging

     

	5. Operations Personnel
Name
Affiliation
Contact # (s)

Operations Section Chief:      

 Branch Director:      

Division/Group Supervisor/STAM:      


	6. Resources Assigned
                 “X” indicates 204a attachment with additional 


instructions

	Strike Team/Task Force/Resource Identifier
	Leader
	Contact Info. #
	# Of Persons
	Reporting Info/Notes/Remarks

	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	7. Work Assignments

     

	8. Special Instructions 

     


	9. Communications (radio and/or phone contact numbers needed for this assignment)

Name/Function     
Radio: Freq./System/Channel 
Phone 
Cell/Pager
      

     

     

     

     

     ____

     

     

     

     

     ____

     

     

     

     

     ____

Emergency Communications

Medical      

Evacuation      

Other      


	10. Prepared by:
Date/Time

     
     
	11. Reviewed by (PSC):
Date/Time

     
     
	12. Reviewed by (OSC):
Date/Time

     
     


ASSIGNMENT LIST (ICS 204-CG)

Purpose. The Assignment List(s) informs Division and Group supervisors of incident assignments. Once the Unified Command and General Staff agree to the assignments, the assignment information is given to the appropriate Divisions and Groups.

Preparation. The Assignment List is normally prepared by the Resources Unit, using guidance from the Incident Objectives (ICS 202-CG), Operational Planning Worksheet (ICS 215-CG), and the Operations Section Chief. The Assignment List must be approved by the Planning Section Chief and Operations Section Chief. When approved, it is included as part of the Incident Action Plan (IAP). Specific instructions for specific resources may be entered on an ICS 204a-CG for dissemination to the field.  A separate sheet is used for each Division or Group. The identification letter of the Division is entered in the form title.  Also enter the number (roman numeral) assigned to the Branch.

Special Note. The Assignment List, ICS 204-CG submits assignments at the level of Divisions and Groups. The Assignment List Attachment, ICS 204a-CG shows more specific assignment information, if needed. The need for an ICS 204a-CG is determined by the Planning and Operations Section Chiefs during the Operational Planning Worksheet (ICS 215-CG) development.

Distribution. The Assignment List is duplicated and attached to the Incident Objectives and given to all recipients of the Incident Action Plan. In some cases, assignments may be communicated via radio/telephone/fax. All completed original forms MUST be given to the Documentation Unit.

Item #
Item Title
Instructions

1.
Incident Name
Enter the name assigned to the incident.

2.
Operational Period
Enter the time interval for which the form applies. 

3.
Branch 
Enter the Branch designator.

4.
Division/Group/Staging
Enter the Division/Group/Staging designator.

5.
Operations Personnel
Enter the name of the Operations Chief, applicable Branch Director, and Division Supervisor.

6.
Resources Assigned
Each line in this field may have a separate Assignment List Attachment (ICS 204a-CG). Enter the following information about the resources assigned to Division or Group for this period:


Identifier
List identifier


Leader
Leader name

Contact Information
Primary means of contacting this person (e.g., radio, phone, pager, etc.). Be sure to include area code when listing a phone number.


# Of Persons
Total number of personnel for the strike team, task force, or single resource assigned.


Reporting Info/Notes/
Special notes or directions, specific to this strike team, task force, or single 


Remarks 
resource. Enter an "X" check if an Assignment List Attachment (ICS 204a-CG) will be prepared and attached. The Planning and Operations Section Chiefs determine the need for an ICS 204a-CG during the Operational Planning Worksheet (ICS 215-CG) development.

7.
Work Assignment
Provide a statement of the tactical objectives to be achieved within the operational period by personnel assigned to this Division or Group.

8.
Special Instructions
Enter a statement noting any safety problems, specific precautions to be exercised, or other important information.

9.
Communications
Enter specific communications information (including emergency numbers) for this division /group. If radios are being used, enter function (command, tactical, support, etc.), frequency, system, and channel from the Incident Radio Communications Plan (ICS 205-CG). Note: Phone numbers should include area code.

10.
Prepared By
Enter the name of the person completing the form, normally the Resources Unit Leader.


Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).

11.
Reviewed by (PSC)



Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).

12.
Reviewed by (OSC)
Enter the name of the operations person reviewing the form, normally the Operations Section Chief.


Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).

A.7
ICS 204a – Assignment List Attachment

	1. Incident Name

     
	2. Operational Period (Date/Time)

From:      
        To:      
	ASSIGNMENT LIST ATTACHMENT

	
	
	
	ICS 204a-CG

	3. Branch

     
	4. Division/Group

     

	5. Strike Team/Task Force/Resource (Identifier)

     
	6. Leader

     
	7. Assignment Location

     

	8. Work Assignment Special Instructions, Special Equipment/Supplies Needed for Assignment, Special Environmental Considerations, Special Site Specific Safety Considerations

	

	Approved Site Safety Plan Located at:      

	9. Other Attachments (as needed)

 FORMCHECKBOX 
 Map/Chart
              FORMCHECKBOX 
 Weather Forecast/Tides/Currents                    FORMCHECKBOX 
 ____________________________

 FORMCHECKBOX 
 ____________________________         FORMCHECKBOX 
 ____________________________                     FORMCHECKBOX 
 ____________________________

	10. Prepared by                            Date/Time


	11. Reviewed by (PSC)                Date/Time
	12. Reviewed by (OSC)               Date/Time
     


A.8
ICS 205 – Incident Radio Communications Plan

	1. Incident Name 

     
	2. Operational Period (Date / Time)

From:      
To:      
	INCIDENT RADIO COMMUNICATIONS PLAN

ICS 205-CG

	3. BASIC RADIO CHANNEL USE

	SYSTEM / CACHE
	CHANNEL
	FUNCTION
	FREQUENCY
	ASSIGNMENT
	REMARKS

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	4. Prepared by: (Communications Unit)
Date / Time 
     
     

	INCIDENT RADIO COMMUNICATIONS PLAN

ICS 205-CG (Rev.07/04)


A.9
ICS 205a – Communications List
	1. Incident Name      
	2. Operational Period (Date / Time)

From:      
To:      
	COMMUNICATIONS LIST

ICS 205A-CG

	3. Basic Local Communications Information

	Assignment
	Name
	Method(s) of contact (radio frequency, phone, pager, cell #(s), etc.)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	4. Prepared by: (Communications Unit)
Date / Time 

     
     

	COMMUNICATIONS LIST
ICS 205a-CG (Rev. 07/04)


COMMUNICATIONS LIST (ICS 205a-CG)

Special Note. This optional form is used in conjunction with the Incident Radio Communications Plan, ICS 205-CG. Whereas the ICS 205-CG is used to provide information on all radio frequencies down to the Division/Group level, the Communications List, ICS 205a-CG, lists methods of contact for personnel assigned to the incident (radio frequencies, phone numbers, pager numbers, etc.), and functions as an incident directory.

Purpose. The Communications List records methods of contact for personnel on scene.

Preparation. The Communications List can be filled out during check-in and is maintained and distributed by Communications Unit personnel.

Distribution. The Communications List is distributed within the ICS and posted, as necessary. All completed original forms MUST be given to the Documentation Unit.

Item #
Item Title
Instructions

1.
Incident Name
Enter the name assigned to the incident.

2.
Operational Period
Enter the time interval for which the form applies. 

3. 
Basic Local Comms
Enter the communications methods assigned and used for each 


Information
assignment.


Assignment
Enter the ICS Organizational assignment.


Name
Enter the name of the contact person for the assignment. 


Method(s) of contact
Enter the radio frequency, telephone number(s), etc. for each assignment.

4. 
Prepared By
Enter the name of the Communications Unit Leader preparing the form.


Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).

A.10
ICS 206 – Medical Plan
	1. Incident Name 

     
	2. Operational Period (Date / Time)

From:      
To:      
	MEDICAL PLAN

ICS 206-CG

	3. Medical Aid Stations

	Name
	Location
	Contact #
	Paramedics On site (Y/N)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	4. Transportation

	Ambulance Service
	Address
	Contact #
	Paramedics 
On board (Y/N)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	5. Hospitals

	Hospital Name
	Address
	Contact #
	Travel Time
	Burn
Ctr?
	Heli-
Pad?

	
	
	
	Air
	Ground
	
	

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	6. Special Medical Emergency Procedures

     

	7. Prepared by: (Medical Unit Leader)
Date/Time
     
     
	8. Reviewed by: (Safety Officer)
Date/Time
     
     

	MEDICAL PLAN

ICS 206-CG 


A.11
ICS 207 – Incident Organization Chart

	1. Incident Name


	2. Operational Period (Date/Time)

From:
To:
	INCIDENT ORGANIZATION

CHART ICS 207-CG

	
[image: image11]


A.12
ICS 208 – Site Safety and Health Plan

Site Safety and Health Plan ICS-208-CG (rev 9/06)

Incident Name:          
Date/Time Prepared:      
Operational Period:      
Purpose.  The ICS Compatible Site Safety and Health Plan is designed for safety and health personnel that use the Incident Command System (ICS).  It is compatible with ICS and is intended to meet the requirements of the Hazardous Waste Operations and Emergency Response regulation (Title 29, Code of Federal Regulations, Part 1910.120). The plan avoids the duplication found between many other site safety plans and certain ICS forms.  It is also in a format familiar to users of ICS.  Although primarily designed for oil and chemical spills, the plan can be used for all hazard situations.  

Questions on the document should be addressed to the Coast Guard Office of Incident Management and Preparedness (G-RPP).

Table of Forms

	FORM NAME
	FORM #
	USE
	REQUIRED
	OPTIONAL
	ATTACHED

	Emergency Safety and Response Plan
	A
	Emergency response phase (uncontrolled)
	X
	
	

	Site Safety Plan
	B
	Post-emergency phase (stabilized, cleanup)
	X
	
	

	Site Map
	C
	Post-emergency phase map of site and hazards
	X
	
	

	Emergency Response Plan
	D
	Part of Form B, to address emergencies
	X
	
	

	Exposure Monitoring Plan
	E
	Exposure monitoring Plan to monitor exposure
	X
	
	

	Air Monitoring Log
	E-1
	To log air monitoring data
	X*
	
	

	Personal Protective Equipment
	F
	To document PPE equipment and procedures
	X*
	
	

	Decontamination
	G
	To document decon equipment and procedures
	X*
	
	

	Site Safety Enforcement Log
	H
	To use in enforcing safety on site
	
	X
	

	Worker Acknowledgement Form
	I
	To document workers receiving briefings
	
	X
	

	Form A Compliance Checklist
	J
	To assist in ensuring HAZWOPER compliance
	
	X
	

	Form B Compliance Checklist
	K
	To assist in ensuring HAZWOPER compliance
	
	X
	

	Drum Compliance Checklist
	L
	To assist in ensuring HAZWOPER compliance
	
	X
	

	Other:      
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


* Required only if function or equipment is used during a response

	EMERGENCY SAFETY and RESPONSE PLAN
	1. Incident Name

     

 NEXT  \* MERGEFORMAT 
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Attachments: Attach MSDS for each Chemical:       

	5. Organization IC/UC:

     
	Safety:      
Div/Group Supv:       
	Entry Team:      
	Backup Team:

     
	Decon Team:      

	6.a. Physical Hazards and Protection
	6.b. Confined Space  FORMCHECKBOX 
 Noise  FORMCHECKBOX 
 Heat Stress  FORMCHECKBOX 
 Cold Stress  FORMCHECKBOX 
 Electrical  FORMCHECKBOX 
 Animal/Plant/Insect  FORMCHECKBOX 
 Ergonomic  FORMCHECKBOX 
 Ionizing Rad  FORMCHECKBOX 
 Slips/Trips/Falls  FORMCHECKBOX 
 Struck by  FORMCHECKBOX 
 Water  FORMCHECKBOX 
 Violence  FORMCHECKBOX 
 Excavation  FORMCHECKBOX 
 Biomedical waste and/or needles  FORMCHECKBOX 
 Fatigue  FORMCHECKBOX 
 Other (specify)      

	6.c. 

Tasks  & Controls
	6d Entry Permit
	6.e.

Ventilate
	6f. Hearing

Protection
	6g. Shoes

(type)
	6.h.

Hard Hats
	6i. Clothing

(cold wx)
	6j. Life Jacket
	6l. Work/ Rest (hrs)
	6.m. Fluids (amt/time)
	6.n. Signs & Barricade
	6.p. Fall Protect
	6.q. Post Guards
	6.r. Flash Protect
	6.s. Work Gloves
	6.t. 

Other

	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	7.a.  Agent
	7.b. Hazards
	7.c. Target Organs
	7.d. Exposure Routes
	7.f. PPE
	7.g. Type of PPE

	     
     
	Explosive  FORMCHECKBOX 

Flammable  FORMCHECKBOX 

Reactive  FORMCHECKBOX 

Biomedical  FORMCHECKBOX 

Toxic  FORMCHECKBOX 

	Radioactive  FORMCHECKBOX 

Carcinogen  FORMCHECKBOX 

Oxidizer  FORMCHECKBOX 

Corrosive  FORMCHECKBOX 

Specify Other:  FORMCHECKBOX 

     
	Eyes  FORMCHECKBOX 
  Nose  FORMCHECKBOX 
 Skin  FORMCHECKBOX 
 Ears  FORMCHECKBOX 

Central Nervous System  FORMCHECKBOX 

Respiratory  FORMCHECKBOX 
   Throat  FORMCHECKBOX 

Lungs  FORMCHECKBOX 
   Heart  FORMCHECKBOX 
     Liver  FORMCHECKBOX 

Kidney  FORMCHECKBOX 
  Blood  FORMCHECKBOX 
   Lungs  FORMCHECKBOX 

Circulatory  FORMCHECKBOX 
  Gastrointestinal  FORMCHECKBOX 

Bone  FORMCHECKBOX 
   Other Specify:  FORMCHECKBOX 

      
	Inhalation
 FORMCHECKBOX 

Absorption
 FORMCHECKBOX 

Ingestion
 FORMCHECKBOX 

Injection
 FORMCHECKBOX 

Membrane
 FORMCHECKBOX 

     
 FORMCHECKBOX 

	Face Shield  FORMCHECKBOX 

Eyes  FORMCHECKBOX 

Gloves  FORMCHECKBOX 

Inner Suit  FORMCHECKBOX 

Splash Suit  FORMCHECKBOX 

Level A Suit  FORMCHECKBOX 

SCBA FORMCHECKBOX 
 APR FORMCHECKBOX 

SAR  FORMCHECKBOX 

Cartridges  FORMCHECKBOX 

Fire Resistance FORMCHECKBOX 

	     

	
	
	
	
	
	
	     

	
	
	
	
	
	
	     

	
	
	
	
	
	
	     

	
	
	
	
	
	
	     

	
	
	
	
	
	
	     

	
	
	
	
	
	
	     

	
	
	
	
	
	
	     

	
	
	
	
	
	
	     

	
	
	
	
	
	
	     

	8. Instruments:
	8.a. Action Levels
	8.b. Chemical Name(s):
	8.c. LEL/UEL %
	8.d. Odor Thresh Ppm
	8.e. Ceiling/ IDLH


	8.f. STEL/TLV


	8.g. Flash Pt/ Ignition Pt
(F or C)
	8.h. Vapor Pressure (mm)
	8.i. Vapor Density
	8.j. Specific Gravity


	8.l. Boiling Pt F or C

	O2  FORMCHECKBOX 

CGI  FORMCHECKBOX 

Radiation  FORMCHECKBOX 

Total HCs  FORMCHECKBOX 

Colorimetric  FORMCHECKBOX 

Thermal  FORMCHECKBOX 

Other  FORMCHECKBOX 

	     
	     

	     

	     

	     

	     
     

	     

	     

	     

	     

	     


	
	     
	
	
	
	
	
	
	
	
	
	

	
	     
	
	
	
	
	
	
	
	
	
	

	
	     
	     

	     

	     

	     

	     
     
	     

	     

	     

	     

	     


	
	     
	
	
	
	
	
	
	
	
	
	

	
	     
	
	
	
	
	
	
	
	
	
	

	
	     
	
	
	
	
	
	
	
	
	
	

	ICS-208-CG SSP-A Page 1 (rev 9/06):  Page       of      


	EMERGENCY SAFETY and RESPONSE PLAN (Cont)
	1. Incident Name

     

 NEXT  \* MERGEFORMAT 
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Attachments: Attach MSDS for each Chemical

     

	9. Decontamination:

Instrument Drop Off  FORMCHECKBOX 

Outer Boots/Glove Removal  FORMCHECKBOX 

Suit/Gloves/Boot Disposal  FORMCHECKBOX 

	Suit Wash  FORMCHECKBOX 

Decon Agent: Water  FORMCHECKBOX 

Other   FORMCHECKBOX 

Specify: 
	Bottle Exchange  FORMCHECKBOX 

Outer Suit Removal  FORMCHECKBOX 

Inner Suit Removal  FORMCHECKBOX 

SCBA/Mask Removal  FORMCHECKBOX 

	SCBA/Mask Rinse  FORMCHECKBOX 

Inner Glove Removal  FORMCHECKBOX 

Work Clothes Removal  FORMCHECKBOX 

Body Shower  FORMCHECKBOX 

	Intervening Steps  FORMCHECKBOX 
Specify:

     

	10.  Site Map.  Include: Work Zones, Locations of Hazards, Security Perimeter, Places of Refuge, Decontamination Line, Evacuation Routes, Assembly Point, Direction of North
 FORMCHECKBOX 
 Attached,  FORMCHECKBOX 
 Drawn Below:

     


	11.a.  Potential Emergencies:

Fire  FORMCHECKBOX 

Explosion  FORMCHECKBOX 

Other  FORMCHECKBOX 
       

	11.b. Evacuation Alarms:

Horn   FORMCHECKBOX 
 # Blasts  FORMCHECKBOX 

Bells  FORMCHECKBOX 
    #Rings  FORMCHECKBOX 
 

Radio Code  FORMCHECKBOX 

Other:       
	11.c Emergency Prevention and Evacuation Procedures:       
Safe Distance:      

	12. a. Communications: 

Radio  FORMCHECKBOX 
 Phone  FORMCHECKBOX 
 Other  FORMCHECKBOX 

	12.b. Command #:      
	12.c. Tactical #:      
	12.d. Entry #:      


	13.a.  Site Security: Personnel Assigned      
	13.b. Procedures:       

	13.c. Equipment:      

	14.a.  Emergency Medical: Personnel Assigned      
	14.b. Procedures:      

	14.c Equipment:      


	15. Prepared by:

     

	16. Date/Time Briefed: 

     
	ICS-208-CG SSP-A Page 2. (rev 9/06): Page       of      


	CG ICS SITE SAFETY PLAN (SSP) HAZARD ID/EVAL/CONTROL
	1. Incident Name

     
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Safety Officer (include method of contact)

     

	5. Supervisor/Leader

     
	6. Location and Size of Site

     

	7. Site Accessibility

Land FORMCHECKBOX 
 Water FORMCHECKBOX 
 Air  FORMCHECKBOX 

Comments:      
	8. For Emergencies Contact:

     
	9. Attachments: Attach MSDS for each Chemical

     

	10.a.  

Job Task/Activity
	10.b. 

Hazards*
	10.c. Potential Injury & Health Effects
	10.d. Exposure Routes
	10.e. 

Controls: Engineering, Administrative, PPE

	     
	     
	     
	Inhalation
 FORMCHECKBOX 

Absorption
 FORMCHECKBOX 

Ingestion
 FORMCHECKBOX 

Injection
 FORMCHECKBOX 

Membrane
 FORMCHECKBOX 

     
 FORMCHECKBOX 

	     

	     
	     
	     
	Inhalation
 FORMCHECKBOX 

Absorption
 FORMCHECKBOX 

Ingestion
 FORMCHECKBOX 

Injection
 FORMCHECKBOX 

Membrane
 FORMCHECKBOX 

     
 FORMCHECKBOX 

	     

	     
	     
	     
	Inhalation
 FORMCHECKBOX 

Absorption
 FORMCHECKBOX 

Ingestion
 FORMCHECKBOX 

Injection
 FORMCHECKBOX 

Membrane
 FORMCHECKBOX 

     
 FORMCHECKBOX 

	     

	     
	     
	     
	Inhalation
 FORMCHECKBOX 

Absorption
 FORMCHECKBOX 

Ingestion
 FORMCHECKBOX 

Injection
 FORMCHECKBOX 

Membrane
 FORMCHECKBOX 

     
 FORMCHECKBOX 

	     

	     
	     
	     
	Inhalation
 FORMCHECKBOX 

Absorption
 FORMCHECKBOX 

Ingestion
 FORMCHECKBOX 

Injection
 FORMCHECKBOX 

Membrane
 FORMCHECKBOX 

     
 FORMCHECKBOX 

	     

	11. Prepared By:

     

	12. Date/Time Briefed:

     
	*HAZARD LIST: Physical/Safety, Toxic, Explosion/Fire, Oxygen Deficiency, Ionizing Radiation,  Biological, Biomedical, Electrical, Heat Stress, Cold Stress, Ergonomic, Noise, Cancer, Dermatitis, Drowning, Fatigue, Vehicle, & Diving
	ICS-208-CG SSP-B (rev 9/06): 

Page       of      


	CG ICS SSP: SITE MAP
	1. Incident Name

     
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Safety Officer (include method of contact)

     

	5. Supervisor/Leader

     
	6. Location and Size of Site

     

	7. Site Accessibility

Land FORMCHECKBOX 
 Water FORMCHECKBOX 
 Air  FORMCHECKBOX 

Comments:      
	8. For Emergencies Contact:

     
	9. Include:

- Work Zones                         - Locations of Hazards

- Security Perimeter               - Places of Refuge

- Decontamination Line         - Evacuation Routes

	10.  Sketch of Site:

 FORMCHECKBOX 
 Attached.   FORMCHECKBOX 
  Drawn Here

     


	11. Prepared By:

     
	12. Date/Time Briefed:

     
	HAZARD LIST: Physical/Safety, Toxic, Explosion/Fire, Oxygen Deficiency, Ionizing Radiation,  Biological, Biomedical, Electrical, Heat Stress, Cold Stress, Ergonomic, Noise, Cancer, Dermatitis, Drowning, Fatigue, Vehicle, & Diving
	ICS-208-CG SSP-C (rev 9/06): 

Page       of      

	CG ICS SSP: EMERGENCY RESPONSE PLAN
	1. Incident Name

     
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Safety Officer (include method of contact)

     

	5. Supervisor/Leader

     
	6. Location and Size of Site

     
	7. For Emergencies Contact:

     

	8. Attachments: INCLUDE ICS FORM 206 and EMT Medical Response Procedures

     

	9. Emergency Alarm (sound and location)
	10. Backup Alarm (sound and location)
	11. Emergency Hand Signals
	12. Emergency Personal Protective Equipment Required:

	     

	     
	     
	     

	13. Emergency Notification Procedures


	14. Places of Refuge (also see site map form 208B)
	15. Emergency Decon and Evacuation Steps
	16. Site Security Measures

	17. Prepared By:


	18. Date/Time Briefed:
	HAZARD LIST: Physical/Safety, Toxic, Explosion/Fire, Oxygen Deficiency, Ionizing Radiation,  Biological, Biomedical, Electrical, Heat Stress, Cold Stress, Ergonomic, Noise, Cancer, Dermatitis, Drowning, Fatigue, Vehicle, & Diving
	ICS-208-CG SSP-D 

(rev 9/06)

Page       of      

	CG ICS SSP: Exposure Monitoring Plan
	1. Incident Name

     
	2.  Date/Time Prepared:     
	3. Operational Period:

     
	4. Safety Officer (Method of Contact):        

	5. Specific Task/Operation
	6. Survey Location
	7. Survey Date/Time
	8. Monitoring Methodology
	9. Direct-Reading Instrument
	10. Air Sampling
	11. Hazard(s) to Monitor
	12. Monitoring Duration
	13. Reasons to Monitor
	14. Laboratory Support for Analysis

	     
	     
	
	 FORMCHECKBOX 
 Personal Breathing Zone

 FORMCHECKBOX 
 Area Air Monitoring 
 FORMCHECKBOX 
 Dermal Exposure Monitoring

 FORMCHECKBOX 
 Biological Monitoring:

     FORMCHECKBOX 
 Blood

     FORMCHECKBOX 
 Urine

     FORMCHECKBOX 
 Other 

 FORMCHECKBOX 
 Obtain bulk samples

 FORMCHECKBOX 
 Other:

	Model:

     

Manufacturer:

     

Last Mfr Calibration Date:

     
	Sampling/Analysis Method:

     
Collecting Media:

 FORMCHECKBOX 
 Charcoal Tube

 FORMCHECKBOX 
 Silica Gel

 FORMCHECKBOX 
 37 mm MCE Filter

 FORMCHECKBOX 
 37 mm PVC Filter

 FORMCHECKBOX 
 Other:____________


	     
	     
	 FORMCHECKBOX 
 Regulatory Compliance

 FORMCHECKBOX 
 Assess current PPE adequacy

 FORMCHECKBOX 
 Validate engineering controls

 FORMCHECKBOX 
 Monitor IDLH Conditions

 FORMCHECKBOX 
 Other_________
	     

	     
	     
	
	 FORMCHECKBOX 
 Personal Breathing Zone

 FORMCHECKBOX 
 Area Air Monitoring 
 FORMCHECKBOX 
 Dermal Exposure Monitoring

 FORMCHECKBOX 
 Biological Monitoring:

     FORMCHECKBOX 
 Blood

     FORMCHECKBOX 
 Urine

     FORMCHECKBOX 
 Other 

 FORMCHECKBOX 
 Obtain bulk samples

 FORMCHECKBOX 
 Other:

	Model:

     

Manufacturer:

     

Last Mfr Calibration Date:

     
	Sampling/Analysis Method:

     
Collecting Media:

 FORMCHECKBOX 
 Charcoal Tube

 FORMCHECKBOX 
 Silica Gel

 FORMCHECKBOX 
 37 mm MCE Filter

 FORMCHECKBOX 
 37 mm PVC Filter

 FORMCHECKBOX 
 Other:____________


	     
	     
	 FORMCHECKBOX 
 Regulatory Compliance

 FORMCHECKBOX 
 Assess current PPE adequacy

 FORMCHECKBOX 
 Validate engineering controls

 FORMCHECKBOX 
 Monitor IDLH Conditions

 FORMCHECKBOX 
 Other_________
	     

	     
	     
	
	 FORMCHECKBOX 
 Personal Breathing Zone

 FORMCHECKBOX 
 Area Air Monitoring 
 FORMCHECKBOX 
 Dermal Exposure Monitoring

 FORMCHECKBOX 
 Biological Monitoring:

     FORMCHECKBOX 
 Blood

     FORMCHECKBOX 
 Urine

     FORMCHECKBOX 
 Other 

 FORMCHECKBOX 
 Obtain bulk samples

 FORMCHECKBOX 
 Other:

	Model:

     

Manufacturer:

     

Last Mfr

 Calibration Date:

     
	Sampling/Analysis Method:

     
Collecting Media:

 FORMCHECKBOX 
 Charcoal Tube

 FORMCHECKBOX 
 Silica Gel

 FORMCHECKBOX 
 37 mm MCE Filter

 FORMCHECKBOX 
 37 mm PVC Filter

 FORMCHECKBOX 
 Other:____________


	     
	     
	 FORMCHECKBOX 
 Regulatory Compliance

 FORMCHECKBOX 
 Assess current PPE adequacy

 FORMCHECKBOX 
 Validate engineering controls

 FORMCHECKBOX 
 Monitor IDLH Conditions

 FORMCHECKBOX 
 Other_________
	     

	     
	     
	
	 FORMCHECKBOX 
 Personal Breathing Zone

 FORMCHECKBOX 
 Area Air Monitoring 
 FORMCHECKBOX 
 Dermal Exposure Monitoring

 FORMCHECKBOX 
 Biological Monitoring:

     FORMCHECKBOX 
 Blood

     FORMCHECKBOX 
 Urine

     FORMCHECKBOX 
 Other 

 FORMCHECKBOX 
 Obtain bulk samples

 FORMCHECKBOX 
 Other:

	Model:

     

Manufacturer:

     

Last Mfr Calibration Date:

     
	Sampling/Analysis Method:

     
Collecting Media:

 FORMCHECKBOX 
 Charcoal Tube

 FORMCHECKBOX 
 Silica Gel

 FORMCHECKBOX 
 37 mm MCE Filter

 FORMCHECKBOX 
 37 mm PVC Filter

 FORMCHECKBOX 
 Other:____________
	     
	     
	 FORMCHECKBOX 
 Regulatory Compliance

 FORMCHECKBOX 
 Assess current PPE adequacy

 FORMCHECKBOX 
 Validate engineering controls

 FORMCHECKBOX 
 Monitor IDLH Conditions

 FORMCHECKBOX 
 Other_________
	     

	15. Prepared By:


	16. Date/Time Briefed:
	HAZARD LIST: Potential Health Effects: Bruise/Lacerations, Organ Damage, Central Nervous System Effects, Cancer, Reproductive Damage, Low Back Pain, Temporary Hearing Loss, Dermatitis, Respiratory Effects, Bone Breaks,  & Eye Burning

	18. Safety Officer Review:      

	Reporting: Monitoring results shall be logged in the ICS-208-CG SSP-E-1 form (Air Monitoring Log) and attached as part of a current Site Safety Plan and Incident Action Plan.  Significant Exposures shall be immediately addressed to the IC and General Staff for immediate correction.
	ICS-208-CG SSP-E 
(rev 9/06)

Page       of      


	CG ICS SSP: AIR MONITORING LOG
	1. Incident Name

     
	2. Date/Time Prepared     
	3. Operational Period

     
	4. Safety Officer (include method of contact)

     

	5. Site Location

     
	6. Hazards of Concern

     
	7. Action Levels (include references):

     
	8. Weather:

Temperature:        Precipitation:      
Wind:      
Relative Humidity:      
Cloud Cover:      

	9.a.  Instrument, ID Number Calibrated? Indicate below.
	9.b. Monitoring Person Name(s)
	9.c. Results (units)
	9.d. Location
	9.f. Time
	9.g. Interferences and Comments

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	10. Safety Officer Review:

     

	Potential Health Effects: Bruise/Lacerations, Organ Damage, Central Nervous System Effects, Cancer, Reproductive Damage, Low Back Pain, Temporary Hearing Loss, Dermatitis, Respiratory Effects, Bone Breaks,  & Eye Burning 
	ICS-208-CG SSP-E-1

(rev 9/06): 

Page       of      


	CG ICS SSP: PERSONAL PROTECTIVE EQUIPMENT
	1. Incident Name

     
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Safety Officer (include method of contact)

     

	5. Supervisor/Leader

     
	6. Location and Size of Site

     
	7. Hazards Addressed:

     
	8. For Emergencies Contact:

     

	9. Equipment:
	     
	     
	     
	10. References Consulted:

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	11. Inspection Procedures:

     
	12. Donning Procedures:

     
	13. Doffing Procedures:

     
	14. Limitations and Precautions (include maximum stay time in PPE):

     

	15. Prepared By:

     

	16. Date/Time Briefed:

     
	Potential Health Effects: Bruise/Lacerations, Organ Damage, Central Nervous System Effects, Cancer, Reproductive Damage, Low Back Pain, Temporary Hearing Loss, Dermatitis, Respiratory Effects, Bone Breaks, Eye Burning 
	ICS-208-CG SSP-F: 

(Rev 9/06)

Page       of      


	CG ICS SSP: DECONTAMINATION
	1. Incident Name

     
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Safety Officer (include method of contact)

     

	5. Supervisor/Leader

     
	6. Location and Size of Site

     

	7. For Emergencies Contact:

     

	8. Hazard(s) Addressed:

     

	9. Equipment:
	     
	     
	     
	10. References Consulted:

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	11. Contamination Avoidance Practices:

     
	12. Decon Diagram:   FORMCHECKBOX 
 Attached,  FORMCHECKBOX 
 Drawn below

     
	13. Decon Steps

     

	14. Prepared By:

     

	15. Date/Time Briefed:

     
	Potential Health Effects: Bruise/Lacerations, Organ Damage, Central Nervous System Effects, Cancer, Reproductive Damage, Low Back Pain, Temporary Hearing Loss, Dermatitis, Respiratory Effects, Bone Breaks, Eye Burning 
	ICS-208-CG SSP-G (rev 9/06): Page       of      


	CG ICS SSP: ENFORCEMENT LOG
	1. Incident Name

     
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Safety Officer (include method of contact)

     

	5. Supervisor/Leader

     
	6. For Emergencies Contact:

     
	7. Attachments:

     

	8.a. Job Task/Activity
	8.b. Hazards
	8.c. Deficiency
	8.d. Action Taken
	8.e. Safety Plan Amended?
	8.f. Signature of Supervisor/Leader

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	9. Prepared By:


	10. Date/Time Briefed:
	HAZARD LIST: Physical/Safety, Toxic, Explosion/Fire, Oxygen Deficiency, Ionizing Radiation,  Biological, Biomedical, Electrical, Heat Stress, Cold Stress, Ergonomic, Noise, Cancer, Dermatitis, Drowning, Fatigue, Vehicle, & Diving
	ICS-208-CG SSP-H (rev 9/06): 

Page       of      


	CG ICS SSP WORKER ACKNOWLEDGEMENT FORM
	1. Incident Name

     
	2. Site Location:

     
	3. Attachments:

     


	4. Type of Briefing
	5. Presented By:
	6. Date Presented
	7. Time Presented

	Safety Plan/Emergency Response Plan   FORMCHECKBOX 

Start Shift
 FORMCHECKBOX 

Pre-Entry
 FORMCHECKBOX 

Exit
 FORMCHECKBOX 

End of Shift
 FORMCHECKBOX 

Specify Other:
	     
	     
	     

	8.a.  Worker Name (Print)
	8.b. Signature*
	8.c. Date 
	8.d. Time

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	* By signing this document, I am stating that I have read and fully understand the plan and/or information provided to me.  
	ICS-208-CG SSP-I (rev 9/06): Worker Acknowledgement Page       of      


	CG ICS SSP: Emergency Safety & Response Plan 1910.120 Compliance Checklist (Form A)
	1. Incident Name

     
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Site Supervisor/Leader 

     
	5. Location of Site

	6.a. Cite: 1910.120
	6.b. Requirement(sections that duplicate or explain are omitted)
	6.c. ICS Form
	6.d. Check
	6.e. Comments

	(q)(1)
	Is the plan in writing?
	SSP-A
	 FORMCHECKBOX 

	     

	(1)
	Is the plan available for inspection by employees?
	N/A
	 FORMCHECKBOX 

	Performance based

	(q)(2)(i)
	Does the plan address pre-emergency planning and coordination?
	SSP-A
	 FORMCHECKBOX 

	     

	(ii)
	Does it address personnel roles?
	SSP-A
	 FORMCHECKBOX 

	     

	(ii)
	Does it address lines of authority?
	SSP-A
	 FORMCHECKBOX 

	     

	(ii)
	Does it address communications?
	SSP-A
	 FORMCHECKBOX 

	     

	(iii)
	Does it address emergency recognition?
	SSP-A
	 FORMCHECKBOX 

	     

	(iii)
	Does it address emergency prevention?
	SSP-A
	 FORMCHECKBOX 

	     

	(iv)
	Does it identify safe distances?
	SSP-A
	 FORMCHECKBOX 

	     

	(iv)
	Does it address places of refuge?
	SSP-A
	 FORMCHECKBOX 

	     

	(v)
	Does it address site security and control?
	SSP-A
	 FORMCHECKBOX 

	     

	(vi)
	Does it identify evacuation routes?
	SSP-A
	 FORMCHECKBOX 

	     

	(vi)
	Does it identify evacuation procedures?
	SSP-A
	 FORMCHECKBOX 

	     

	(vii)
	Does it address decontamination?
	SSP-A
	 FORMCHECKBOX 

	     

	(viii)
	Does it address medical treatment and first aid?
	SSP-A
	 FORMCHECKBOX 

	     

	(ix)
	Does it address emergency alerting procedures?
	SSP-A
	 FORMCHECKBOX 

	     

	(ix)
	Does it address emergency response procedures
	SSP-A
	 FORMCHECKBOX 

	     

	(x)
	Was the response critiqued?
	N/A
	 FORMCHECKBOX 

	Performance based

	(xi)
	Does it identify Personal Protection Equipment?
	SSP-A
	 FORMCHECKBOX 

	     

	(xi)
	Does it identify emergency equipment?
	SSP-A
	 FORMCHECKBOX 

	     

	(q)(3)(ii)
	All the hazardous substances identified to the extent possible?
	N/A
	 FORMCHECKBOX 

	Performance based

	(ii)
	All the hazardous conditions identified to the extent possible?
	N/A
	 FORMCHECKBOX 

	Performance based

	(ii)
	Was site analysis addressed?
	N/A
	 FORMCHECKBOX 

	Performance based

	(ii)
	Were engineering controls addressed?
	N/A
	 FORMCHECKBOX 

	Performance based

	(ii)
	Were exposure limits addressed?
	N/A
	 FORMCHECKBOX 

	Performance based

	(ii)
	Were hazardous substance handling procedures addressed?
	N/A
	 FORMCHECKBOX 

	Performance based

	(iii)
	Is the PPE appropriate for the hazards identified?
	N/A
	 FORMCHECKBOX 

	Performance based

	(iv)
	Is respiratory protection worn when inhalation hazards present?
	N/A
	 FORMCHECKBOX 

	Performance based

	(v)
	Is the buddy system used in the hazard zone?
	N/A
	 FORMCHECKBOX 

	Performance based

	(vi)
	Are backup personnel on standby?
	N/A
	 FORMCHECKBOX 

	Performance based

	(vi)
	Are advanced first aid support personnel standing by?
	N/A
	 FORMCHECKBOX 

	Performance based

	(vii)
	Has the ICS designated safety official been identified?
	SSP-A
	 FORMCHECKBOX 

	     

	(vii)
	Has the Safety Official evaluated the hazards?
	N/A
	 FORMCHECKBOX 

	Performance based

	(viii)
	Can the Safety Official communicate with IC immediately?
	N/A
	 FORMCHECKBOX 

	Performance based

	(ix)
	Are appropriate decontamination procedures implemented?
	N/A
	 FORMCHECKBOX 

	Performance based

	ICS-208-CG SSP-J (rev 9/06) Page       of      


	CG ICS SSP: 1910.120 COMPLIANCE CHECKLIST (Form B)
	1. Incident Name

     
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Site Supervisor/Leader 

     
	5. Location of Site

	6.a. Cite: 1910.120
	6.b. Requirement(sections that duplicate or explain are omitted)
	6.c. ICS Form
	6.d. Check
	6.e. Comments

	1910.120 (b)(1)(ii)(A)
	Organizational structure?
	203
	 FORMCHECKBOX 

	     

	(B)
	Comprehensive workplan?
	IAP
	 FORMCHECKBOX 

	Incident Action Plan

	(C)
	Site Safety Plan?
	SSP-B
	 FORMCHECKBOX 

	     

	(D)
	Safety and health training program?
	N/A
	 FORMCHECKBOX 

	Responsibility of each employer

	(E)
	Medical surveillance program?
	N/A
	 FORMCHECKBOX 

	Responsibility of each employer

	(F)
	Employer SOPs?
	N/A
	 FORMCHECKBOX 

	Responsibility of each employer

	(G)
	Written program related to site activities?
	N/A
	 FORMCHECKBOX 

	     

	(b)(1)(iii)
	Site excavation meets shored or slope requirements in 1926?
	N/A
	 FORMCHECKBOX 

	     

	(b)(2)(i)(D)
	Lines of communication?
	201 203 205
	 FORMCHECKBOX 

	     

	(b)3(iv)
	Training addressed?
	N/A
	 FORMCHECKBOX 

	Responsibility of each employer

	 (v)-(vi)
	Information and medical monitoring addressed?
	N/A
	 FORMCHECKBOX 

	Responsibility of each employer

	(b)4(i)
	Site Safety Plan kept on site?
	N/A
	 FORMCHECKBOX 

	     

	(ii)(A)
	Safety and health hazard analysis conducted?
	N/A
	 FORMCHECKBOX 

	     

	(B)
	Properly trained employees assigned to right jobs?
	N/A
	 FORMCHECKBOX 

	     

	(C)
	Personnel Protective Equipment issues addressed?
	SSP-F
	 FORMCHECKBOX 

	     

	(E)
	Frequency and types of air monitoring addressed?
	SSP-E
	 FORMCHECKBOX 

	     

	(F)
	Site control measures in place?
	SSP-B
	 FORMCHECKBOX 

	     

	(G)
	Decontamination procedures in place?
	SSP-G
	 FORMCHECKBOX 

	     

	(H)
	Emergency Response Plan in place?
	SSP-D
	 FORMCHECKBOX 

	     

	(I)
	Confined space entry procedures?
	SSP-B
	 FORMCHECKBOX 

	     

	(J)
	Spill containment program
	SSP-B
	 FORMCHECKBOX 

	     

	(iii)
	Pre-entry briefings conducted?
	SSP-I
	 FORMCHECKBOX 

	     

	(iv)
	Site Safety Plan effectiveness evaluated?
	SSP-H
	 FORMCHECKBOX 

	     

	(c)(1)
	Site characterization done?
	N/A
	 FORMCHECKBOX 

	     


	(c)(2)
	Preliminary evaluation done by qualified person?
	N/A
	 FORMCHECKBOX 

	     

	(c)(3)
	Hazard identification performed?
	SSP-B
	 FORMCHECKBOX 

	     

	(c)(4)(i)
	Location and size of site identified?
	SSP-B
	 FORMCHECKBOX 

	     

	(ii)
	Response activities, job tasks identified?
	SSP-B
	 FORMCHECKBOX 

	     

	(iii)
	Duration of tasks identified?
	SSP-B
	 FORMCHECKBOX 

	Operational period

	(iv)
	Site topography and accessibility addressed?
	SSP-C
	 FORMCHECKBOX 

	     

	(v)
	Health and safety hazards addressed?
	SSP-B
	 FORMCHECKBOX 

	     

	(vi)
	Dispersion pathways addressed?
	SSP-B
	 FORMCHECKBOX 

	     

	(vii)
	Status and capabilities of medical emergency response teams?
	206
	 FORMCHECKBOX 

	     

	(c)(5)(i)(iv)
	Chemical protective clothing addressed and properly selected?
	SSP-F
	 FORMCHECKBOX 

	     

	(ii)
	Respiratory protection addressed?
	SSP-B and F
	 FORMCHECKBOX 

	     

	(iii)
	Level B used for unknowns?
	N/A
	 FORMCHECKBOX 
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	CG ICS SSP: 1910.120 COMPLIANCE CHECKLIST Form B (cont)
	1. Incident Name

     

	2. Date/Time Prepared

     
	3. Operational Period

     


	6.a. Cite: 1910.120
	6.b. Requirement(sections that duplicate or explain are omitted)
	6.c. ICS Form
	6.d. Check
	6.e. Comments

	1910.120 (c)(6)(i)
	Monitoring for ionization conducted?
	SSP-E
	 FORMCHECKBOX 

	     

	(ii)
	Monitoring conducted for IDLH conditions?
	SSP-E
	 FORMCHECKBOX 

	     

	(iii)
	Personnel looking out for dangers of IDLH environments?
	N/A
	 FORMCHECKBOX 

	     

	(iv)
	Ongoing air monitoring program in place?
	SSP-E
	 FORMCHECKBOX 

	     

	(c)(7)
	Employees informed of potential hazard occurrence?
	SSP-B
	 FORMCHECKBOX 

	     

	(c)(8)
	Properties of each chemical made aware to employees?
	SSP-B
	 FORMCHECKBOX 

	     

	(d)(1)
	Appropriate site control procedures in place?
	IAP, SSP-B
	 FORMCHECKBOX 

	     

	(d)(2)
	Site control program developed during planning stages?
	IAP, SSP-B
	 FORMCHECKBOX 

	     

	(d)(3)
	Site map, work zones, alarms, communications addressed?
	IAP, SSP-B
	 FORMCHECKBOX 

	     

	(g)(1)(i)
	Engineering, admin controls considered?
	SSP-B
	 FORMCHECKBOX 

	     

	(iii)
	Personnel not rotated to reduce exposures?
	N/A
	 FORMCHECKBOX 

	     

	(g)(5)(i)
	PPE selection criteria part of employer’s program?
	N/A
	 FORMCHECKBOX 

	Responsibility of employer

	(ii)
	PPE use and limitations identified?
	SSP-F
	 FORMCHECKBOX 

	     

	(iii)
	Work mission duration identified?
	SSP-F
	 FORMCHECKBOX 

	     

	(iv)
	PPE properly maintained and stored?
	N/A
	 FORMCHECKBOX 

	Responsibility of employer

	(vi)
	Are employees properly trained and fitted with PPE?
	N/A
	 FORMCHECKBOX 

	Responsibility of employer

	(vii)
	Are donning and doffing procedures identified?
	SSP-F
	 FORMCHECKBOX 

	     

	(viii)
	Are inspection procedures properly identified?
	SSP-F
	 FORMCHECKBOX 

	     

	(ix)
	Is a PPE evaluation program in place?
	SSP-F
	 FORMCHECKBOX 

	     

	(h) (3)
	Periodic monitoring conducted?
	SSP-E
	 FORMCHECKBOX 

	     

	(k)(2)(i)
	Have decontamination procedures been established?
	SSP-G
	 FORMCHECKBOX 

	     

	(ii)
	Are procedures in place for contamination avoidance?
	SSP-G
	 FORMCHECKBOX 

	     

	(iii)
	Is personal clothing properly deconned prior to leaving the site?
	SSP-G
	 FORMCHECKBOX 

	     

	(iv)
	Are decontamination deficiencies identified and corrected?
	SSP-H
	 FORMCHECKBOX 

	     

	(k)(3)
	Are decontamination lines in the proper location?
	SSP-C
	 FORMCHECKBOX 

	     

	(k)(4)
	Are solutions/equipment used in decon properly disposed of?
	N/A
	 FORMCHECKBOX 

	     

	(k)(6)
	Is protective clothing and equipment properly secured?
	N/A
	 FORMCHECKBOX 

	     

	(k)(7)
	If cleaning facilities are used, are they aware of the hazards?
	N/A
	 FORMCHECKBOX 

	     

	(k)(8)
	Have showers and change rooms provided, if necessary?
	N/A
	 FORMCHECKBOX 

	     

	(l)(1)(iii)
	Are provisions for reporting emergencies identified?
	SSP-D
	 FORMCHECKBOX 

	     

	(iv)
	Are safe distances and places of refuge identified?
	SSP-B and C
	 FORMCHECKBOX 

	     

	(v)
	Site security and control addressed in emergencies?
	SSP-D
	 FORMCHECKBOX 

	     

	(vi)
	Evacuation routes and procedures identified?
	SSP-D
	 FORMCHECKBOX 

	     

	(vii)
	Emergency decontamination procedures developed?
	SSP-D
	 FORMCHECKBOX 

	     

	(ix)
	Emergency alerting and response procedures identified?
	SSP-D
	 FORMCHECKBOX 

	     

	(x)
	Response teams critiqued and followup performed?
	SSP-H
	 FORMCHECKBOX 

	     

	(xi)
	Emergency PPE and equipment available?
	SSP-D
	 FORMCHECKBOX 
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	CG ICS SSP: 1910.120 COMPLIANCE CHECKLIST Form B (cont) 
	1. Incident Name

     

	2. Date/Time Prepared

     
	3. Operational Period

     


	6.a. Cite: 
	6.b. Requirement(sections that duplicate or explain are omitted)
	6.c. ICS Form
	6.d. Check
	6.e. Comments

	1910.120 (l)(3)(i)
	Emergency notification procedures identified?
	SSP-D
	 FORMCHECKBOX 

	     

	(ii)
	Emergency response plan separate from Site Safety Plan?
	SSP-D
	 FORMCHECKBOX 

	     

	(iii)
	Emergency response plan compatible with other plans?
	SSP-D
	 FORMCHECKBOX 

	     

	(iv)
	Emergency response plan rehearsed regularly?
	SSP-D
	 FORMCHECKBOX 

	     

	(v)
	Emergency response plan maintained and kept current?
	SSP-H
	 FORMCHECKBOX 

	     

	1910.165 (b)(2)
	Can alarms be seen/heard above ambient light and noise levels?
	N/A
	 FORMCHECKBOX 

	     

	(b)(3)
	Are alarms distinct and recognizable?
	N/A
	 FORMCHECKBOX 

	     

	 (b)(4)
	Are employees aware of the alarms and are they accessible?
	SSP-D
	 FORMCHECKBOX 

	     

	(b)(5)
	Are emergency phone numbers, radio frequencies clearly posted?
	206
	 FORMCHECKBOX 

	     

	(b)(6)
	Signaling devices in place where there are 10 or more workers?
	IAP
	 FORMCHECKBOX 

	     

	(c)(1)
	Are alarms like steam whistles, air horns being used?
	IAP
	 FORMCHECKBOX 

	     

	(d)(3)
	Are backup alarms available?
	IAP
	 FORMCHECKBOX 

	     

	(m)
	Are areas adequately illuminated?
	IAP
	 FORMCHECKBOX 

	     

	(n)(1)(i)
	Is an adequate supply of potable water available?
	IAP
	 FORMCHECKBOX 

	     

	(ii)
	Are drinking water containers equipped with a tap?
	IAP
	 FORMCHECKBOX 

	     

	(iii)
	Are drinking water containers clearly marked?
	IAP
	 FORMCHECKBOX 

	     

	(iv)
	Is a drinking cup receptacle available and clearly marked?
	IAP
	 FORMCHECKBOX 

	     

	(n)(2)(i)
	Are non-potable water containers clearly marked?
	IAP
	 FORMCHECKBOX 

	     

	(n)(3)(i)
	Are their sufficient toilets available? 
	IAP
	 FORMCHECKBOX 

	     

	(n)(4)
	Have food handling issues been addressed?
	IAP
	 FORMCHECKBOX 

	     

	(n)(6)
	Have adequate wash facilities been provided outside hazard zone?
	IAP
	 FORMCHECKBOX 

	     

	(n)(7)
	If response is greater than 6 months, have showers been provided?
	IAP
	 FORMCHECKBOX 

	     

	7. Prepared By:
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	CG ICS SSP: 1910.120 DRUM COMPLIANCE CHECKSHEET
	1. Incident Name

     
	2. Date/Time Prepared

     
	3. Operational Period

     
	4. Safety Officer (include method of contact)

     

	5. Supervisor/Leader

     
	6. Location and Size of Site

     

	7. For Emergencies Contact:

     

	8. Note: tanks and vaults should also be treated in the same manner as described below [1910.120(j)(9)]. Many can also pose confined space hazards.

	9.a. Cite: 1910.120 (Cites that duplicate or explain requirements are omitted)
	9.b. Requirement
	9.c. Check
	9.d. Comments

	(j)(1)(ii)
	Drums meet DOT, OSHA, EPA regs for waste they contain, including shipment?
	 FORMCHECKBOX 

	     

	(iii)
	Drums inspected and integrity ensured prior to movement?
	 FORMCHECKBOX 

	     

	(iii)
	Or drums moved to an accessible location (staging area) prior to movement?
	 FORMCHECKBOX 

	     

	(iv)
	Unlabelled drums treated as unknown until properly identified and labeled?
	 FORMCHECKBOX 

	     

	(v)
	Site activities organized to minimize drum handling?
	 FORMCHECKBOX 

	     

	(vi)
	Employers properly warned about the hazards of moving and handling drums?
	 FORMCHECKBOX 

	     

	(vii)
	Suitable overpack drums are available for addressing leaking and ruptured drums?
	 FORMCHECKBOX 

	     

	(viii)
	Leaking materials from drums properly contained?
	 FORMCHECKBOX 

	     

	(ix)
	Are drums that cannot be moved, emptied of contents with transfer equipment?
	 FORMCHECKBOX 

	     

	(x)
	Are suspect buried drums surveyed with underground detection system?
	 FORMCHECKBOX 

	     

	(xi)
	Are soil and covering material above buried drums removed with caution?
	 FORMCHECKBOX 

	     

	(xii)
	Is the proper extinguishing equipment on scene to control incipient fires?
	 FORMCHECKBOX 

	     

	(j)(2)(i)
	Are airlines on supplied air systems protected from leaking drums?
	 FORMCHECKBOX 

	     

	(ii)
	Are employees at a safe distance, using remote equipment, when handling explosive drums?
	 FORMCHECKBOX 

	     

	(iii)
	Are explosive shields in plane to protect workers opening explosive drums?
	 FORMCHECKBOX 

	     

	(iv)
	Is response equipment positioned behind shields when shields are used?
	 FORMCHECKBOX 

	     

	(v)
	Are non-sparking tools used in flammable or potentially flammable atmospheres?
	 FORMCHECKBOX 

	     

	(vi)
	Are drums under extreme pressure opened slowly & workers protected by shields/distance?
	 FORMCHECKBOX 

	     

	(vii)
	Are workers prohibited from standing and working on drums?
	 FORMCHECKBOX 

	     

	(j)(3)
	Is the drum handling equipment positioned and operated to minimize sources of ignition?
	 FORMCHECKBOX 

	     

	(j)(5)(i)
	For shock sensitive drums, have all non-essential employees been evacuated?
	 FORMCHECKBOX 

	     

	(ii)
	For shock sensitive drums: is handling equipment provided with shields to protect workers?
	 FORMCHECKBOX 

	     

	(iii)
	Are alarms that announce start/finish of explosive drum handling actions in place?
	 FORMCHECKBOX 

	     

	(iv)
	Are continuous communications in place between the drum handling site & command post?
	 FORMCHECKBOX 

	     

	(v)
	Are drums under pressure properly controlled for prior to handling?
	 FORMCHECKBOX 

	     

	(vi)
	Are drums containing packaged laboratory wastes treated as shock sensitive?
	 FORMCHECKBOX 

	     

	(j)(6)(i)
	Are lab packs opened by trained and experienced personnel?
	 FORMCHECKBOX 

	     

	(ii)
	Are lab packs showing crystallization treated as shock sensitive?
	 FORMCHECKBOX 

	     

	(j)(8)(ii-iii)
	Are drum staging areas manageable with marked access and egress?
	 FORMCHECKBOX 

	     

	(iv)
	Is bulking of drums conducted only after drum contents have been properly identified?
	 FORMCHECKBOX 

	     

	10. Prepared By:      
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A.13
ICS 209 – Incident Status Summary
	1. Incident Name

     

	2. Operational Period (Date / Time)

From:      To:        
 Time of Report

     
     
 |      
	INCIDENT STATUS SUMMARY ICS 209-CG

	3. Type of Incident 

	 FORMCHECKBOX 

	Oil Spill
	 FORMCHECKBOX 

	HAZMAT
	 FORMCHECKBOX 

	AMIO

	 FORMCHECKBOX 

	SAR/Major SAR
T
	 FORMCHECKBOX 

	SI/Terrorism
	 FORMCHECKBOX 

	Natural Disaster

	 FORMCHECKBOX 

	Marine Disaster
	 FORMCHECKBOX 

	Civil Disturbance
	 FORMCHECKBOX 

	Military Outload

	 FORMCHECKBOX 

	Planned Event
	 FORMCHECKBOX 

	Maritime HLS/Prevention 
	 FORMCHECKBOX 

	

	4. Situation Summary as of Time of Report:



	5. Future Outlook/Goals/Needs/Issues:



	6. Safety Status/Personnel Casualty Summary

	
	Since Last Report
	Adjustments To Previous Op Period
	Total

	Responder Injury
	     
	     
	     

	Responder Death
	     
	     
	     

	Public Missing (Active Search)
	     
	     
	     

	Public Missing (Presumed Lost)
	     
	     
	     

	Public Uninjured
	     
	     
	     

	Public Injured
	     
	     
	     

	Public Dead
	     
	     
	     

	Total Public Involved
	     
	     
	     

	7. Property Damage Summary

	Vessel
	$      

	Cargo
	$      

	Facility
	$      

	Other
	$      

	8. Attachments with clarifying information

	 FORMCHECKBOX 

	Oil/HAZMAT
	 FORMCHECKBOX 

	SAR/LE
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Marine Disaster
	 FORMCHECKBOX 

	Civil Disturbance
	 FORMCHECKBOX 

	Military Outload


	9. Equipment Resources 

	Kind
	Notes
	# Ordered
	# Available
	# Assigned
	# Out of Service

	Aircraft – Helo
	     
	     
	     
	     
	     

	Aircraft – Fixed Wing
	     
	     
	     
	     
	     

	Vessels – USCG Cutter
	     
	     
	     
	     
	     

	Vessels – Boat
	     
	     
	     
	     
	     

	Vehicles – Car
	     
	     
	     
	     
	     

	Vehicles – Truck
	     
	     
	     
	     
	     

	Pollution Equip – VOSS/SORS
	     
	     
	     
	     
	     

	Pollution Equip – Portable Storage 
	     
	     
	     
	     
	     

	Pollution Equip – Boom
	     
	     
	     
	     
	     

	Aircraft – Helo
	     
	     
	     
	     
	     

	Aircraft – Fixed Wing
	     
	     
	     
	     
	     

	Vessels – SAR/LE Boat
	     
	     
	     
	     
	     

	Vessels – Work/Crew Boat
	     
	     
	     
	     
	     

	Vessels – Tug/Tow Boat
	     
	     
	     
	     
	     

	Vessels – Pilot Boat
	     
	     
	     
	     
	     

	Vessels – Deck Barge
	     
	     
	     
	     
	     

	Vessels – 
	     
	     
	     
	     
	     

	Vehicles – Car
	     
	     
	     
	     
	     

	Vehicles – Ambulance
	     
	     
	     
	     
	     

	Vehicles – Truck
	     
	     
	     
	     
	     

	Vehicles – Fire/Rescue/HAZMAT
	     
	     
	     
	     
	     

	Vehicles – Vac/Tank Truck
	     
	     
	     
	     
	     

	Vehicles – 
	     
	     
	     
	     
	     

	Pollution Equip – Skimmers
	     
	     
	     
	     
	     

	Pollution Equip – Tank Vsl/ Barge
	     
	     
	     
	     
	     

	Pollution Equip – Portable Storage 
	     
	     
	     
	     
	     

	Pollution Equip – OSRV
	     
	     
	     
	     
	     

	Pollution Equip – Boom
	     
	     
	     
	     
	     

	Pollution Equip – 
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	10. Personnel Resources

	Agency
	Total # of People

	USCG
	     

	DHS (other than USCG)
	     

	NOAA
	     

	FBI
	     

	DOD (USN Supsalv, CST, etc.)      
	     

	DOI (US Fish & Wildlife, Nat Parks, BLM, etc.)      
	     

	RP
	     

	State
	     

	Local
	     

	     
	     

	     
	     

	Total Personnel Resources Used From all Organizations:
	     

	11. Prepared by:  

     
	Date/Time Prepared: 

                   


	1. Incident Name

     

	2. Operational Period (Date / Time)

From:      To:        
 Time of Report

     
     
 |      
	ICS 209-CG OIL/HAZMAT ATTACHMENT



	3. HAZMAT/Oil Spill Status (Estimated, in gallons)

	Common Name(s):      


	UN Number:      
	 FORMCHECKBOX 

	Secured 
	 FORMCHECKBOX 

	Unsecured

	CAS Number:      
	Remaining Potential (bbl):      

	     
	Rate of Spillage (bbl/hr):      

	
	Adjustments To Previous Operational Period
	Since Last Report
	Total

	Volume Spilled/Released
	     
	     
	     

	Mass Balance - HAZMAT/Oil Budget

	Recovered HAZMAT/Oil
	     
	     
	     

	Evaporation/Airborne
	     
	     
	     

	Natural Dispersion
	     
	     
	     

	Chemical Dispersion
	     
	     
	     

	Burned
	     
	     
	     

	Floating, Contained
	     
	     
	     

	Floating, Uncontained
	     
	     
	     

	Onshore
	     
	     
	     

	Total HAZMAT/Oil accounted for:
	N/A
	N/A
	     

	Comments:       


	4. HAZMAT/Oil Waste Management (Estimated, Since Last Report)

	
	Recovered
	Disposed
	Stored

	HAZMAT/Oil (bbl)
	     
	     
	     

	Oily Liquids (bbl)
	     
	     
	     

	Liquids (bbl)
	     
	     
	     

	Oily Solids (tons)
	     
	     
	     

	Solids (tons)
	     
	     
	     

	Comments:       


	5. HAZMAT/Oil Shoreline Impacts (Estimated in miles)

	Degree of Impact
	Affected
	Cleaned
	To Be Cleaned

	Light
	     
	     
	     

	Medium
	     
	     
	     

	Heavy
	     
	     
	     

	Total
	     
	     
	     

	Comments:       


	6. HAZMAT/Oil Wildlife Impacts (Since Last Report)

	
	
	
	
	
	Died in Facility

	Type of Wildlife
	Captured
	Cleaned
	Released
	DOA
	Euthanized
	Other

	Birds
	     
	     
	     
	     
	     
	     

	Mammals
	     
	     
	     
	     
	     
	     

	Reptiles
	     
	     
	     
	     
	     
	     

	Fish
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	Total
	     
	     
	     
	     
	     
	     

	Comments:       


	7. Prepared by: 
     
	Date/Time Prepared: 
                            


	1. Incident Name

     

	2. Operational Period (Date / Time)

From:      To:        
 Time of Report

     
     
 |      
	ICS 209-CG 

SAR/LE ATTACHMENT

	3. Evacuation Status

	
	Since Last Report
	Adjustments To Previous Operational Period
	Total

	Total to be Evacuated
	     
	     
	     

	Number Evacuated
	     
	     
	     

	4. Migrant Interdiction Status

	
	Since Last Report
	Adjustments To Previous Op Period
	Total

	Vessels Interdicted
	     
	     
	     

	Migrants Interdicted at Sea
	     
	     
	     

	Migrants Interdicted Ashore
	     
	     
	     

	Injured
	     
	     
	     

	MEDEVAC'd
	     
	     
	     

	Deaths
	     
	     
	     

	Migrants Repatriated
	     
	     
	     

	5. Sorties/Patrols Summary (List of Sorties Since Last Report)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Air
	Since Last Report
	Total

	Number of Sorties/Patrols
	     
	     

	Area Covered (square miles)
	     
	     

	Total Time On-Scene (In Hours)
	     
	     

	Surface
	Since Last Report
	Total

	Number of Sorties/Patrols
	     
	     

	Area Covered (square miles)
	     
	     

	Total Time On-Scene (In Hours)
	     
	     

	6. Use of Force Summary

	Category
	Since Last Report
	Total

	III - Soft Empty Hand Control
	     
	     

	IV - Hard Empty Hand Control
	     
	     

	V - Intermediate Weapons
	     
	     

	VI - Deadly Force
	     
	     

	VSL - Force to Stop Vessel from Cutter/Boat
	     
	     

	A/C - Force to Stop Vessel From Aircraft
	     
	     

	Arrests
	     
	     

	Seizures
	     
	     

	Deaths
	     
	     

	7. Operational Controls Summary

	Currently In Force

	Type
	Initiating Unit
	Initiated Date
	Activity #

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Removed Since Last Report

	Type
	Initiating Unit
	Initiated Date
	Date Removed
	Activity #

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	18. Prepared by: 
     
	Date/Time Prepared: 
                            


A.14
ICS 211 – Check In List

	CHECK-IN LIST
	1. INCIDENT NAME:

      
	2. CHECK-IN LOCATION:

      
	3. DATE/TIME:

      

	CHECK-IN INFORMATION

	4.  LIST PERSONNEL (OVERHEAD) BY AGENCY NAME –

OR LIST EQUIPEMENT BY THE FOLLOWING FORMAT:

S=Supplies                                H=Helicopter

O=Overhead                              VL=Vessels

E=Equipment                             C=Crew

A=Aircraft                                   VH=Vehicle
	5.

ORDER/

NUMBER
	6.

DATE/TIME

CHECK-IN
	7.

LEADER’S

NAME
	8.

TOTAL NO.

PERSONNEL
	9.

INCIDENT

CONTACT

INFORMATION
	10.

INCIDENT LODGING

INFO/CONTACT INFO
	11.

HOME

UNIT
	12.

METHOD

OF

TRAVEL
	13.

INCIDENT

ASSIGNMENT
	14.

SENT TO

RESTAT

TIME/INT

	AGENCY
	RESOURCE

IDENTIFIER
	KIND
	
	
	
	
	
	
	
	
	
	

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	      
	     
	      
	      
	      
	      
	      
	      
	      
	      
	     
	      
	      

	
	16.  PREPARED BY (Name and Position) USE BACK FOR REMARKS OR COMMENTS       


A.15
ICS 213 – General Message

	GENERAL MESSAGE

	TO:
     
	POSITION:
     

	FROM: 
     
	POSITION:
     

	SUBJECT: 
     
	DATE:
     
	TIME:
     

	MESSAGE:

	     

	SIGNATURE:

     
	POSITION:

     

	REPLY:

	     

	DATE:

     
	TIME:

     
	SIGNATURE/POSITION:

     


A.16
ICS 214 – Unit Log

	1. Incident Name

     
	2. Operational Period (Date/Time)

From:      
To:      
	UNIT LOG

ICS 214-CG

	3. Unit Name/Designators

     
	4. Unit Leader (Name and ICS Position)

     

	5. Personnel Assigned

	NAME
	ICS POSITION
	HOME BASE

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	6. Activity Log (Continue on Reverse)

	TIME
	MAJOR EVENTS

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	7. Prepared by:      
Date/Time      



	1. Incident Name

     
	2. Operational Period (Date/Time)

From:      
To:      
	UNIT LOG (CONT.)

ICS 214-CG

	6. Activity Log (Continue on Reverse)

	TIME
	MAJOR EVENTS

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	7. Prepared by:
Date/Time: 

       
      


UNIT LOG (ICS FORM 214-CG)

Purpose.  The Unit Log records details of unit activity, including strike team activity or individual activity.  These logs provide the basic reference from which to extract information for inclusion in any after-action report. 

Preparation.  A Unit Log is initiated and maintained by Command Staff members, Division/Group Supervisors, Air Operations Groups, Strike Team/Task Force Leaders, and Unit Leaders.  Completed logs are submitted to supervisors who forward them to the Documentation Unit.

Distribution.  The Documentation Unit maintains a file of all Unit Logs.  All completed original forms MUST be given to the Documentation Unit.

Item #
Item Title
Instructions

1.
Incident Name
Enter the name assigned to the incident.

2.
Check-In Location
Enter the time interval for which the form applies.  Record the start and end date and time.

3.
Unit Name/Designators Enter the title of the organizational unit or resource designator (e.g., Facilities Unit, Safety Officer, Strike Team).

4.
Unit Leader
Enter the name and ICS Position of the individual in charge of the Unit.

5.
Personnel Assigned
List the name, position, and home base of each member assigned to the unit during the operational period.

6.
Activity Log
Enter the time and briefly describe each significant occurrence or event (e.g., task assignments, task completions, injuries, difficulties encountered, etc.)

7. 
Prepared By
Enter name and title of the person completing the log.  Provide log to immediate supervisor, at the end of each operational period.


Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).

A.17
ICS 215 – Operational Planning Worksheet
[image: image12.emf]6 .
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OPERATIONAL PLANNING 

WORKSHEET

1.INCIDENT NAME

4. DIVISION/ 

GROUP/ 

OTHER 

LOCATION

5. WORK ASSIGNMENTS



2. DATE & TIME PREPARED 3. OPERATIONAL PERIOD                        

(DATE & TIME)



8. SPECIAL 

EQUIPMENT & 

SUPPLIES

9. REPORTING 

LOCATION



14. PREPARED BY (NAME & POSITION)



10. REQUESTED 

ARRIVAL TIME

7. OVERHEAD


A.18
ICS 215A – Incident Action Plan Safety Analysis

[image: image13.emf]6 . 7 .
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Human Health
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Environment

Economy

Human Health

Security

Environment

Economy

Human Health

Security

Environment

Economy

Human Health

Security

Environment

Economy

Scale

1 2 3 4 5

#

Severity

Slight Minimal

Signif-

icant

Major

Catas-

trophic

Risk

Probability

Remote Un-likely 50/50 >50

Very 

Likely

Color

Exposure

Below 

Avg

Avg

Above 

Avg

Great N/A

Action



Check



Check



Check



Check



Check



Check



Check



Check



Check



Check



Check



Check



Check



Check



Check



Substantial

Red

Correction 

Required

80-100

Very High

Red

Discontinue/ 

Stop

60-79

High

Red



40-59



Check



Operational Risk 

Management Key

ICS-215A-CG       

(rev 6/06)

Check



Check



Check



20-39

Slight Possible

Green Amber

Attention 

Needed



Gar Scale

1-19

Possibly 

Acceptable
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3. DIVISION/ 

GROUP/ 

OTHER 

LOCATION

4. Work Assignments

INCIDENT ACTION PLAN SAFETY ANALYSIS

5. Gain

1.  Incident Name 2.  Date/Time Prepared



Check



E

X

P

O

S

U

R

E



P

R

O
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A

B
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I

T

Y



S

E
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E

R
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C
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Immediate 

Correction



9. Prepared by (Name and 

Position)


A.19
ICS 216 – Radio Requirements Worksheet

	RADIO REQUIREMENTS WORKSHEET
	1.  Incident Name

     
	2.  Date

     
	3.  Time

     

	4.  Branch

     
	5.  Agency

     
	6.  Operational Period

     
	7.  Tactical Frequency

     

	8.  Division/Group

     
	Division/Group

     
	Division/Group

     
	Division/Group

     

	Agency 

     
	Agency

     
	Agency

     
	Agency

     

	9. Agency
	ID No.
	Radio Requirements
	Agency
	ID No.
	Radio Requirements
	Agency
	ID No.
	Radio Requirements
	Agency
	ID No.
	Radio Requirements

	    
	     
	     
	    
	     
	     
	    
	     
	     
	    
	     
	     

	    
	     
	     
	    
	     
	     
	    
	     
	     
	    
	     
	     

	    
	     
	     
	    
	     
	     
	    
	     
	     
	    
	     
	     

	    
	     
	     
	    
	     
	     
	    
	     
	     
	    
	     
	     

	    
	     
	     
	    
	     
	     
	    
	     
	     
	    
	     
	     

	    
	     
	     
	    
	     
	     
	    
	     
	     
	    
	     
	     

	    
	     
	     
	    
	     
	     
	    
	     
	     
	    
	     
	     

	    
	     
	     
	    
	     
	     
	    
	     
	     
	    
	     
	     

	Page 1 of
	10.  Prepared by (Name and Position)

     


A.20
ICS 218 – Support Vehicle Inventory

	SUPPORT VEHICLE INVENTORY
	1. Incident Name
	2. Date Prepared
	3. Time Prepared

	(Use separate sheet for each vehicle category)
	
	
	

	Vehicle Category:
	 FORMCHECKBOX 

Buses
	 FORMCHECKBOX 

Dozers
	 FORMCHECKBOX 

Engines
	 FORMCHECKBOX 

Lowboys
	 FORMCHECKBOX 

Pickups/Sedans
	 FORMCHECKBOX 

Tenders
	 FORMCHECKBOX 

Other

	Vehicle/Equipment Information


	
	
	
	
	
	Vehicle License
	
	
	

	“E” Number
	Incident ID No.
	Vehicle Type
	Vehicle Make
	Capacity Size
	Agency/Owner
	Rig Number
	Location
	Release Time

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Page ___of ____
	5. Prepared by (Ground Support Unit)




A.21
ICS 220 – Air Operations Summary

	1. Incident Name

     
	2. Operational Period (Date / Time)

From:      
To:      
	AIR OPERATIONS SUMMARY

ICS 220-CG

	3. Distribution


 FORMCHECKBOX 
  Fixed-Wing Bases      

 FORMCHECKBOX 
  Helibase      


	4. Personnel and Communications
	5. Remarks (Spec. Instructions, Safety Notes,
Hazards, Priorities)

     

	
	Air Operations Director
	Air / Air Frequency
	Air / Ground

Frequency
	

	Air Operations Director
	     
	     
	     
	

	Air Tactical Supervisor
	     
	     
	     
	

	Air Support Supervisor
	     
	     
	     
	

	Helicopter Coordinator
	     
	     
	     
	

	Fixed-Wing Coordinator
	     
	     
	     
	

	     
	     
	     
	     
	

	6.

Location / Function
	7.

Assignment
	8.

Fixed-Wing
	9.

Helicopter
	10.

Time
	11.

Aircraft Assigned
	12.

Operating Base

	
	
	NO.
	TYPE
	NO.
	TYPE
	Available
	Commence
	
	

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	13. TOTALS
	     
	     
	     
	     
	

	14. Air Operation Support Equipment

     
	15. Prepared by
Date / Time 
       
     

	AIR OPERATIONS SUMMARY

ICS 220-CG (Rev.07/04)


A.22
ICS 221 – Demobilization Checkout
	1. Incident Name

     
	2. Operational Period (Date / Time)

From:      
To:      
	DEMOB. CHECK-OUT

ICS 221-CG

	3. Unit / Personnel Released

     
	4. Release Date / Time

     

	5. Unit / Personnel

You and your resources have been released, subject to signoff from the following:

(Demob. Unit Leader “X” appropriate box(es))

Logistics Section

 FORMCHECKBOX 

Supply Unit      


 FORMCHECKBOX 

Communications Unit      

 FORMCHECKBOX 

Facilities Unit      

 FORMCHECKBOX 

Ground Unit      

Planning Section

 FORMCHECKBOX 

Documentation Unit      

Finance / Admin. Section

 FORMCHECKBOX 

Time Unit      

Other

 FORMCHECKBOX 

     


     


 FORMCHECKBOX 

     


     


 FORMCHECKBOX 

     


     




	6. Remarks

     


     


     


     




	7. Prepared by:
Date / Time 

       
     

	DEMOB. CHECK-OUT
ICS 221-CG (Rev.07/04)


DEMOBILIZATION. CHECK-OUT (ICS 221-CG)

Purpose. This form provides the Planning Section information on resource releases from the incident.

Preparation. The Demobilization Unit Leader or the Planning Section initiates this form. The Demobilization Unit Leader completes the top portion of the form after the resource supervisor has given written notification that the resource is no longer needed.

Distribution. The individual resource will have the unit leader initial the appropriate box(es) in item 5 prior to release from the incident. After completion, the form is returned to the Demobilization Unit Leader or the Planning Section. All completed original forms MUST be given to the Documentation Unit.

Item #
Item Title
Instructions

1.
Incident Name
Enter the name assigned to the incident.

2.
Operational Period
Enter the time interval for which the form applies. 

3.
Strike Team / Unit /
Enter name of Strike Team, Unit or personnel being released.


Personnel Released 

4.
Release Date/Time
Enter date (month, day, year) and time (24-hour clock) of anticipated release.

5.
Strike Team / Unit /
Demobilization Unit Leader will enter an "X" in the box to the left of those 


Personnel
units requiring check-out. Identified Unit Leaders are to initial to the right to indicate release. NOTE: Blank boxes are provided for any additional unit requirements as needed, (e.g., Safety Officer, Agency Rep., etc.)

6.
Remarks 
Enter any additional information pertaining to demobilization or release (e.g., transportation needed, destination, etc.).

7. 
Prepared By 
Enter name and title of the person preparing the form.


Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).

A.23
ICS 230 – Daily Meeting Schedule

	1. Incident Name

     
	2. Operational Period (Date/Time)

From:      
To:      
	DAILY MEETING SCHEDULE
ICS 230-CG

	3. Meeting Schedule (Commonly-held meetings are included)

	Date/ Time
	Meeting Name
	Purpose
	Attendees
	Location

	     
	Unified Command Objectives Meeting
	Review/ identify objectives for the next operational period.
	Unified Command members
	     

	     
	     
	     
	     
	     

	     
	Command & General Staff Meeting
	IC/UC gives direction to Command & General staff including incident objectives and priorities
	IC/UC, Command & General Staff
	     

	     
	     
	     
	     
	     

	     
	Tactics Meeting
	Develop/Review primary and alternate Strategies to meet Incident Objectives for the next Operational Period.
	PSC, OSC, LSC, 
RESL & SITL
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	Planning Meeting
	Review status and finalize strategies and assignments to meet Incident Objectives for the next Operational Period.
	Determined by the IC/UC
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	Operations Briefing
	Present IAP and assignments to the Supervisors / Leaders for the next Operational Period.
	IC/UC, Command & General Staff, Branch Directors, Div/Gru Sups., Task Force/Strike Team Leaders and Unit Leaders
	     

	     
	     
	     
	     
	     

	4. Prepared by: (Situation Unit Leader)
Date/Time 

     
     

	DAILY MEETING SCHEDULE
ICS 230-CG (Rev.07/04)


DAILY MEETING SCHEDULE (ICS 230-CG)

Purpose. The Daily Meeting Schedule records information about the daily scheduled meeting activities.

Preparation. This form is prepared by the Situation Unit Leader and coordinated through the Unified Command for each operational period or as needed. Commonly-held meetings are already included in the form. Additional meetings, as needed, can be entered onto the form in the spaces provided. Time and location for each meeting must be entered. If any of these standard meetings are not scheduled, they should be crossed out on the form.

Distribution. After coordination with the Unified Command, the Situation Unit Leader will duplicate the schedule and post a copy at the Situation Status Board and distribute to the Command Staff, Section Chiefs, and appropriate Unit Leaders. All completed original forms MUST be given to the Documentation Unit.

Item #
Item Title
Instructions

1.
Incident Name
Enter the name assigned to the incident.

2.
Operational Period
Enter the time interval for which the form applies. 

3.
Meeting Schedule
For each scheduled meeting, enter the date/time, meeting name, purpose, attendees, and location. Note: Commonly-held meetings are included in the form. Additional meetings, as needed, can be entered onto the form in the spaces provided. Time and location for each meeting must be entered. If any of the standard meetings are not scheduled, they should be deleted from the form (normally the Situation Unit Leader).

4.
Prepared By
Enter name and title of the person preparing the form, normally the Situation Unit Leader.


Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).

A.24
ICS 232 – Resource at Risk Summary

	1. Incident Name

     
	2. Operational Period (Date/Time)

From:      
To:      
	RESOURCES AT RISK SUMMARY

ICS 232-CG

	3. Environmentally-Sensitive Areas and Wildlife Issues

	Site #
	Priority
	Site Name and/or Physical Location
	
Site Issues

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Narrative

     


     


     


     


     




	4. Archaeo-cultural and Socio-economic Issues

	Site #
	Priority
	Site Name and/or Physical Location
	
Site Issues

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Narrative

     


     


     


     


     




	5. Prepared by: (Environmental Unit Leader)
Date/Time

     
     

	RESOURCES AT RISK SUMMARY
ICS 232-CG (Rev.07/04)


RESOURCES AT RISK SUMMARY (ICS 232-CG)

Purpose. The Resources at Risk Summary provides information about sites in the incident area which are sensitive due to environmental, archaeo-cultural, or socio-economic resources at risk, and identifies incident-specific priorities and issues. The information recorded here may be transferred to ICS 232a-CG, which acts as a key to the Area Contingency Plan (ACP) or Geographic Response Plan (GRP) site numbers shown on the Situation Map.

Preparation. The Environmental Unit Leader, with input from resource trustees, will complete this form for each operational period. It should be updated prior to the Planning Meeting.

Distribution. This form must be forwarded to the Planning Section Chief for possible inclusion in the IAP. All completed original forms MUST be given to the Documentation Unit.

Item #
Item Title
Instructions

1.
Incident Name
Enter the name assigned to the incident.

2.
Operational Period
Enter the time interval for which the form applies. 

3.
Env. Sensitive Area & Wildlife Issues


Site Number
Enter site number.  Can come from Area Contingency Plan (ACP) or Geographic Response Plan (GRP) or can be created during an incident.

Priority
Priority specific to this incident.  Can come from an ACP/GRP or can be created during an incident.

Site Name and/or
Name of the site (e.g., Marsh Pt., Glacier Creek, etc.) and/or physical

Physical Location
location (e.g., address, lat/long, landmarks, etc.).  


Site Issues
Environmental concerns associated with this site and season.  

Narrative

Use the Narrative section to clarify any issues.

4.
Archaeo-cultural and Socio-economic Issues


Site Number
Enter site number.  Can come from an ACP/GRP or can be created during an incident.

Priority
Priority specific to this incident.  Can come from an ACP/GRP or can be created during an incident.

Site Name and/or
Name of the site (e.g., Marsh Pt., Glacier Creek, etc.) and/or physical

Physical Location
location (e.g., address, lat/long, landmarks, etc.).  


Site Issues
Archaeo-cultural or socio-economic concerns associated with this site and season.

Narrative

Use the Narrative section to clarify any issues.

5.
Prepared By
Enter name and title of the person preparing the form (normally the Environmental Unit Leader).


Date/Time
Enter date (month, day, year) and time prepared (24-hour clock).
A.25
ICS 233 – Incident Open Action Tracker
	1.  Incident Name:  
	 
	INCIDENT OPEN ACTION TRACKER

	
	
	ICS-233

	2. No.
	3. Item
	4. For/POC
	5. Briefed POC
	6. Start Date
	7. Status
	8. Target Date
	9. Actual Date

	1
	 
	 
	
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 
	 
	 

	5
	 
	 
	 
	 
	 
	 
	 

	6
	 
	 
	 
	 
	 
	 
	 

	7
	 
	 
	 
	 
	 
	 
	 

	8
	 
	 
	 
	 
	 
	 
	 

	9
	 
	 
	 
	 
	 
	 
	 

	10
	 
	 
	 
	 
	 
	 
	 

	11
	 
	 
	 
	 
	 
	 
	 

	12
	 
	 
	 
	 
	 
	 
	 

	13
	 
	 
	 
	 
	 
	 
	 

	14
	 
	 
	 
	 
	 
	 
	 

	15
	 
	 
	 
	 
	 
	 
	 

	16
	 
	 
	 
	 
	 
	 
	 

	17
	 
	 
	 
	 
	 
	 
	 

	18
	 
	 
	 
	 
	 
	 
	 

	19
	 
	 
	 
	 
	 
	 
	 

	20
	 
	 
	 
	 
	 
	 
	 

	21
	 
	 
	 
	 
	 
	 
	 

	22
	 
	 
	 
	 
	 
	 
	 

	23
	 
	 
	 
	 
	 
	 
	 

	24
	 
	 
	 
	 
	 
	 
	 

	25
	 
	 
	 
	 
	 
	 
	 

	26
	 
	 
	 
	 
	 
	 
	 

	27
	 
	 
	 
	 
	 
	 
	 

	28
	 
	 
	 
	 
	 
	 
	 

	29
	 
	 
	 
	 
	 
	 
	 

	30
	 
	 
	 
	 
	 
	 
	 

	31
	 
	 
	 
	 
	 
	 
	 

	32
	 
	 
	 
	 
	 
	 
	 

	33
	 
	 
	 
	 
	 
	 
	 

	34
	 
	 
	 
	 
	 
	 
	 

	35
	 
	 
	 
	 
	 
	 
	 

	36
	 
	 
	 
	 
	 
	 
	 

	37
	 
	 
	 
	 
	 
	 
	 

	38
	 
	 
	 
	 
	 
	 
	 

	39
	 
	 
	 
	 
	 
	 
	 


A.25
ICS 234 – Work Analysis Matrix

	
	WORK ANALYSIS MATRIX

ICS 234-CG

	1.  Incident Name


	2. Operational Period

From:                            To:

	3.  Operation’s Objectives

DESIRED OUTCOME
	4.  Optional Strategies

HOW
	5.  Tactics/Work Assignments

WHO, WHAT, WHERE, WHEN

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	6.  Prepared by:  (Operations Section Chief)


	7.  Date/Time:


A.26
Support Personnel Evacuation Form

TO BE INSERTED
APPENDIX B   SUPPLEMENTAL ICS POSITION ROLES AND RESPONSIBILITIES

Depending on the severity and duration of the Hurricane event, additional positions may need to be added to the Manufacturing IMT.  Consistent with the NIMS Incident Command System, supplemental Manufacturing IMT positions are presented in Appendix B.  The Manufacturing IMT Incident Commander and Sections Chiefs may add the supplemental positions to the Manufacturing IMT organization at their discretion.

B.1
Operations Branch Director (OPBD)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The OPBD’s when activated, are under the direction of the OSC and responsible for implementing the portion of the Incident Action Plan (IAP) appropriate to the Branches.

The major responsibilities of the OPBD are:

· Obtain briefing from person relieving

· Obtain briefing from the OSC

· Identify Divisions, Groups, and resources assigned to the Branch

· Ensure that Division and/ or Group supervisors have a copy of the IAP

· Implement IAP for the Branch

· Develop with subordinates alternatives for Branch control operations

· Review Division/Group assignment Lists (ICS 204) for Division/Groups within the Branch.  Modify lists based on effectiveness of current operations

· Assign specific work tasks to Division/Group supervisors (DIVS)

· Supervise Branch operations

· Resolve logistic problems reported by subordinates

· Attend planning meetings as requested by the OSC

· Ensure through chain of command that Resources Unit is advised of changes in the status of resources assigned to the Branch

· Report to OSC when: the IAP is to be modified; additional resources are needed; surplus resources are available; or hazardous situations or significant events occur

· Approve accident and medical reports (corporate forms) originating within the branch

· Consider demobilization well in advance

· Debrief with OSC and/or as directed at the end of each shift

· Maintain Unit Log.

B.2
Staging Area Manager (STAM)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The STAM is under the direction of the OSC and is responsible for managing all activities within a Staging Area.  

The major responsibilities of the STAM are:

· Proceed to Staging Area

· Obtain briefing from person you are relieving

· Establish Staging Area layout

· Determine any support needs for equipment, feeding, sanitation and security

· Establish check-in function as appropriate

· Ensure security of staged resources

· Post areas for identification and traffic control

· Request maintenance service for equipment at Staging Area as appropriate

· Respond to request for resource assignments

· Obtain and issue receipts for radio equipment and other supplies distributed and received at Staging Area

· Determine required resource levels from the OSC

· Advise the OSC when reserve levels reach minimums

· Maintain and provide status to resource Unit of all resources in Staging Area

· Maintain Staging Area in orderly condition

· Demobilize Staging Area in accordance with the Incident Demobilization Plan

· Debrief with OSC and/or as directed at the end of each shift

· Maintain Unit Log
B.3
Resource Unit Leader (RESL)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The RESL is responsible for maintaining the status of all assigned tactical resources and personnel at an incident.  This is achieved by overseeing the check-in of all tactical resources and personnel, maintaining a status keeping system indicating current location and status of all these resources.

The major responsibilities of the RESL are:

· Establish the check-in function at incident locations

· Prepare Organization assignment List (ICS 203) and Organization Chart (ICS 207)

· Prepare appropriate parts of Division Assignment Lists (ICS 204)

· Maintain and post the current status and location of all tactical resources

· Maintain master roster of all tactical resources checked in at the incident

· Attend meetings as required by the PSC

· Maintain Unit Log
B.4
Situation Unit Leader (SITL)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The SITL is responsible for collecting, processing and organizing incident information relating to the growth, mitigation or intelligence activities taking place on the incident.  The SITL may prepare future projections of incident growth, maps, and intelligence information.

The major responsibilities of the SITL are:

· Begin collection and analysis of incident data as soon as possible

· Prepare, post, or disseminate resource and situation status information as required, including special requests

· Prepare periodic predictions or as requested by the PSC

· Prepare the Incident Status Summary Form (ICS 209)

· Provide photographic services and maps if required

· Conduct situation briefings at meetings and briefings as required by the PSC

· Develop and maintain master chart(s)/map(s) of the incident

· Maintain chart/map of incident in the common area for all responders to view

· Maintain Unit Log
B.5
Documentation Unit Leader (DOCL)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The DOCL is responsible for maintenance of accurate, up-to-date incident files.  Examples of incident documentation include:  Incident Action Plan(s), incident reports, communication logs, injury claims, situation status reports, etc.  Thorough documentation is critical to post-incident analysis.  Some of the documents may originate in other sections.  

The DOCL shall ensure that each section is maintaining and providing appropriate documents.  The DOCL may provide duplication and copying services for other sections if these services are not available to the other sections.  The Documentation Unit will store incident files for legal, analytical, and historical purposes.

The major responsibilities of the DOCL are:

· Notify all El Dorado Manufacturing IMT members that IMT has been placed on alert when Stage 3 PLF has been reached

· Take notes of all El Dorado Manufacturing IMT meetings and forward approved notes to all members of the IMT

· Set up work area; begin organization of unit files

· Establish duplication service; respond to requests

· File all official forms and reports

· Review records for accuracy and completeness; inform appropriate units of errors or omissions

· Provide incident documentation as requested

· Organize files for submitting final incident documentation package

· Maintain Unit Log
B.6
Communications Unit Leader (COML)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The COML is responsible for developing plans for the effective use of incident communications equipment and facilities; installing and testing of communications equipment; supervision of the Incident Communications Center; distribution of communications equipment to incident personnel; and the maintenance and repair of communications equipment.

The major responsibilities of the COML are:

· Determine Unit personnel needs

· Prepare and implement the Incident Communications Plan (ICS 205)

· Ensure the Incident Communications Center and the Message Center is established

· Establish appropriate communications distribution/maintenance locations within the Base

· Ensure communications systems are installed and tested

· Ensure an equipment accountability system is established

· Provide technical information as required on:

· Adequacy of communications systems currently in operation

· Geographic limitation on communications systems

· Equipment capabilities/limitations

· Amount and types of equipment available

· Anticipated problems in the use of communications equipment

· Supervise Communications Unit activities

· Maintain records on all communications equipment as appropriate

· Ensure equipment is tested and repaired

· Recover equipment from Units being demobilized

· Maintain Unit Log
B.7
Food Unit Leader (FDUL)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The FDUL is responsible for supplying the food needs for the entire incident, including all remote locations, e.g., Staging Areas, as well as providing food for personnel unable to leave tactical field assignments.
The major responsibilities of the FDUL are:

· Determine food and water requirements

· Determine the method of feeding to best fit each facility or situation

· Obtain necessary equipment and supplies

· Ensure that well-balanced menus are provided

· Order sufficient food and potable water from the Supply Unit

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

· Supervise Food Unit personnel as appropriate

· Maintain Unit Log
B.8
Supply Unit Leader (SPUL)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The SPUL is primarily responsible for receiving, storing, and distributing all supplies for the incident; maintaining an inventory of supplies; and storing, disbursing, and servicing non-expendable supplies and equipment.

The major responsibilities of the SPUL are:

· Participate in Logistics Section/Support Branch planning activities

· Determine the type and amount of supplies en route

· Review the IAP for information on operations of the Supply Unit

· Develop and implement safety and security requirements

· Order, receive, distribute, and store supplies and equipment

· Maintain an inventory of supplies and equipment

· Service reusable equipment

· Maintain Unit Log
B.9
Ordering Manager (ORDM)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The ORDM is responsible for placing all orders for supplies and equipment for the incident.  The ORDM reports to the SPUL.

The major responsibilities of the ORDM are:

· Establish ordering procedures

· Establish name and telephone orders of personnel receiving orders

· Set up filing system

· Obtain roster of incident personnel who have ordering authority

· Obtain list of previously ordered supplies and equipment

· Ensure order forms are filled out correctly

· Place orders in a timely manner

· Consolidate orders, when possible

· Identify times and locations for delivery of supplies and equipment

· Submit all ordering documents to the Documentation Control Unit through the SPUL Leader before demobilization

· Maintain Unit Log
B.10
Facilities Unit Leader (FACL)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The FACL is primarily responsible for the set up, maintenance, and demobilization of incident facilities, e.g., Base, ICP, and Staging Areas, as well as security services required to support incident operations.  The FACL provides sleeping and sanitation facilities for incident personnel and manages Base operations.  Each facility is assigned a manager who reports to the FACL and is responsible for managing the operation of the facility.
The major responsibilities of the FACL are:

· Obtain a briefing from the LSC

· Receive and review a copy of the IAP

· Participate in Logistics Section planning activities

· In conjunction with the Finance Section, determine locations suitable for incident support facilities and secure permission to use through appropriate means

· Inspect facilities prior to occupation and document conditions and preexisting damage

· Determine requirements for each facility, including the ICP

· Prepare layouts of incident facilities

· Activate incident facilities

· Provide Facility Managers and personnel to operate facilities

· Provide sleeping facilities

· Provide security services

· Provide sanitation

· Provide facility maintenance services, e.g., sanitation, lighting, clean up, trash removal, etc.

· Demobilize incident facilities

· Maintain facility records

· Maintain Unit Log
B.11
Security Manager (SECM)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The SECM is responsible for providing safeguards needed to protect personnel and property from loss or damage.

The major responsibilities of the SECM are:

· Establish contacts with local law enforcement agencies, as required

· Request required personnel support to accomplish work assignments

· Ensure security of classified material and/or systems

· Ensure that support personnel are qualified to mange security problems

· Develop Security Plan for incident facilities

· Adjust Security Plan for personnel and equipment changes and releases

· Coordinate security activities with appropriate incident personnel

· Keep the peace, prevent assaults and settle disputes through coordination with Agency Representatives

· Prevent theft of all company and personal property

· Documents all complaints and suspicious occurrences

· Maintain Unit Log
B.12
Procurement Unit Leader (PROC)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The PROC is responsible for administering all financial matters pertaining to vendor contracts, leases, and fiscal agreements.

The major responsibilities of the PROC are:

· Obtain the Incident Procurement Plan

· Prepare and authorize contracts, building, and land-use agreements

· Draft memoranda of understanding as necessary

· Establish contracts and agreements with supply vendors

· Interpret contracts and agreements

· Maintain Unit Log
B.13
Compensation/Claims Unit Leader (COMP)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The COMP is responsible for the overall management and direction of all administrative matters pertaining to compensation for injury and claims related activities (other than injury) for an incident.
The major responsibilities of the COMP are:

· Obtain a briefing from the FSC.

· Ensure that Claims Specialists (CLMs) have adequate workspace and supplies.

· Brief the CLMs on incident activities.

· Periodically review logs and forms produced by the CLMs to ensure that they are complete, entries are timely and accurate, and that they are in compliance with agency requirements and policies.

· Ensure that all Claims logs and forms are completed and routed to the appropriate agency for post incident processing prior to demobilization.

· Keep the FSC briefed on Unit status and activity.

· Maintain Unit Log
B.14
Claims Specialist (CLMS)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

Under the supervision of the COMP, the CLMS is responsible for managing all claims-related activities (other than injury) for an incident.

The major responsibilities of the CLMS are:

· Develop and maintain a log of potential claims

· Coordinate a claims prevention plan with applicable incident functions

· Initiate an investigation on all claims other than personnel injury

· Ensure that site and property involved in an investigation are protected

· Coordinate with the investigation team as necessary

· Obtain witness statements pertaining to claims other than personnel injury

· Document any incomplete investigations

· Keep the COMP advised on the nature and status of all existing and potential claims

· Maintain Unit Log

B.15
Cost Unit Leader (COST)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The COST is responsible for collecting all cost data, performing cost effectiveness analyses and providing cost estimates and cost saving recommendations for the incident.
The major responsibilities of the COST are:

· Obtain a briefing from the FSC

· Collect and record all cost data

· Develop incident cost summaries

· Prepare resources-use cost estimates for the Planning Section

· Make cost-saving recommendations to the FSC

· Ensure that all cost documents are accurately prepared

· Maintain cumulative incident cost records

· Provide reports to the FSC

· Maintain Unit Log
B.16
Human Resource Section Leader (HRSL)

It should be noted that the roles and responsibilities listed here are the full complement of duties that the position holder may have to fulfill.  Expectations and assignments of duties will come from the Incident Commander or appropriate Section Chief.  It is important to remember to operate with your individual span of responsibility with the understanding that other members of the Incident Management Team are operating under the same parameters.

The Human Resource Section Leader (Technical Specialist) is responsible for providing direct human resources services for the incident, including ensuring compliance with all labor-related laws and regulations.
The major responsibilities of the HRSL are:

· Obtain a briefing from the PSC

· Provide a point of contact for incident personnel to discuss human resource issues and/or concerns

· Participate in daily briefings and planning meetings to provide appropriate human resource information

· Work with the Logistics Section to provide hurricane preparation assistance for the homes and families of personnel

· Work with the Logistics Section to provide the Advance, Support, and Hold-out/Recovery Teams with appropriate quarters reserved in El Dorado

· Review employee contact information to insure there is current contact information for all personnel evacuating and for those involved in the preparedness and recovery process

· Post human resource information, as appropriate

· Receive and address reports of inappropriate behavior, acts, or conditions through appropriate lines of authority

· Provide reports to the PSC

· Maintain Unit Log

APPENDIX C   MERAUX REFINERY SHUTDOWN DECISION MAKING PROCESS GUIDE

The information in Appendix C is from the Meraux Refinery’s Hurricane Response Manual.  The purpose of this information is to serve as a guide in the shutdown decision making process in the event of a hurricane with the potential to strike the Meraux Refinery.  The Guide is not presented as an absolute recipe for determining whether or not the Meraux Refinery should be shut down when potentially endangered by an approaching hurricane.  Rather it is a tool available for the Refinery IMT Incident Commander and the Manufacturing IMT Incident Commander to use as they decide on a course of action.
C.1
Meraux Refinery Shutdown Decision Making Guide

[image: image14.emf]Chapter 7   –   Stage 3 & 4   Shutdown Decision Making Guide       Chapter 7 contains  helpful  information when making the decision to shutdown  versus curtailment of  the  Meraux   Refinery.     Section 7.1 contains information about the mechanism of a hurricane and what  will  likely be happening in the Parish surrounding the refinery.     Figure 7.1 graphically illustrates the Shutdown Decision Making Guide based on  time vs. wind speed.     Reminder:      The “Shutdown Decision Making Guide” is a guideline which  will be  changed as  condition s   warrant.  


[image: image15.emf]7.1.   Shutdown Decision Planning Guide   The Hurricane Decision Planning Guide was based on assumptions and  information provided below and the level of risk deemed acceptable at the time this  manual was written.  The purpose of this guide is  to provide a basis for decision - making.  Each hurricane is different, the impacts of which continually must be  assessed and re - evaluated as it approaches.  This information may be useful in  designing a plan to be followed for specific circumstances.      Stor m Information:      Projected track      Projected strength      Anticipated storm surge      Heavy rainfall     Other considerations:      Personnel issues, vacations, etc.      Supplier issues      Shipment issues   Refinery Information:   1.   Refinery equipment is designed to withstand the  hurricane force winds that  may be encountered in the Meraux area.   2.   Electricity supply to the Refinery is designed to withstand 140  mph  winds.   3.   Refinery units and piping are designed to withstand the hurricane force  winds that may be encountered in the Meraux   area.   4.   Electricity outage is anticipated during tropical force or greater conditions.   5.   High winds, lightning, and storm surge must be considered for the safety of  employees and the Hurricane staffing crew.     Area Evacuation Information:   1.   St. Bernard Parish wi ll likely be under a recommended evacuation for  Category 1 and 2 hurricanes.   2.   St. Bernard Parish will likely be under a recommended evacuation for  Category 3 hurricane but may also be under a mandatory evacuation.   3.   St. Bernard Parish will likely be un der a m andatory evacuation for  Category   4 and 5 hurricanes.   4.   It take s 72 hours to evacuate the outly ing areas  of   St. Bernard ,  and  Plaquemine   Parishes.  
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C.2
Meraux Refinery Example Hurricane Shutdown Sequence

The following Hurricane Shutdown Sequence is taken from Chapter 8 of the Meraux Refinery Hurricane Response Manual.  It serves as the basis for developing the actual shutdown sequence in the event of a hurricane requiring shutdown of the Refinery.  The shutdown sequence should be adjusted to account for the circumstances and conditions associated with each hurricane, and whether a total or partial Refinery shutdown is necessary. 
	Hours Before Impact
	Task To Be Performed

	96
	Cut Charge Rate on FCC to Support Alky Shutdown.

	
	Shutdown Alky Unit for slow moving Category 3 or larger hurricanes.  Start Stripping Acid.

	48
	Slow Crude Unit to 100 MBPD to Support ROSE Shutdown.    Establish Diesel levels in strippers.  

	
	Take Feed Out of ROSE Unit – Empty Separators.

	
	Flush ROSE Unit with Diesel.

	
	Cool and Depressure High Pressure Circuit by pump-out to Pentane Tanks.  

	
	Leave Pentane at RVP in Separators.

	24
	Shutdown DAO Hydrotreater.

	
	Bring HCU to min charge.

	
	Shutdown FCC. 

	
	Prepare for Install M.C. Blind.

	
	Remove catalyst.

	
	Depressure Gas Con to Fuel.

	
	Shutdown #2 SRU - Go to natural gas fire strip amine.

	12
	Shut Down Crude Unit. Vacuum Unit Hydrobon, Platformer, MDH, DHT, and HCU.

	
	Circulate Crude Unit to 400oF at Vac Transfer; Bring all vessels to minimum levels.  Depressure to Fuel pressure.

	
	Circulate hydrogen to 400oF Reactor outlets on Plat and Hydrogen, MDH, DHT, HCU – Depressure to Fuel pressure.

	
	When Acid Gas to #3 SRU goes below 25 MSCD – Go to Natural gas fire in Claus Reactor, Stop Acid Gas, Shutdown #3 TGU.  Stop Burners establish small N2 purge on both SRU.

	
	Shut down Boilers, Water System, Misc. Operations for total evacuation.


Note:  Evacuation routes may be closed two (2) hours prior to gale force winds (39-54 mph). 
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