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Purpose.

Information is the basis of every decision that is made during a response!   Everyone from the Incident Commander establishing the objectives to the field worker cleaning a beach will make decisions based on the information presented to them.  With that basic premise in mind, information management during emergency response operations is paramount to the overall success of a response.  During pollution response activities and exercises it is a challenge to ensure that proper and accurate information is being collected, displayed, distributed, and archived.  A primary objective of the Incident or Unified Command is to support the flow of information both internal and external to the response management system.  The purpose of this plan is to facilitate efficient information flow through the use of job aids, resources, and tools derived from Incident Command System (ICS) communication principles and historically experienced pitfalls.

Goal.

To develop and maintain acceptable information flow to support the response/responders, external information needs, and the documentation/archive of the event.

Objectives.

· Identify information users;

· Identify information needs;

· Identify when each user needs information;

· Identify how to get information to each user;

· Identify information sources;

· Identify what is needed from each information source;

· Identify when information is needed from sources;

· Identify how each source will provide information;

· Identify resources needed to maintain this information flow;

· Identify all information input products and output products; and

· Establish a standard filing system for historical documentation.

Managing Information


Managing Information – Who is Responsible?

A spill generates and consumes a great deal of information.  The Incident Command System (ICS) has several entities managing all this information for the Incident Commander and Unified Command (UC).  However, there are three specific ICS functions that if working correctly and together can resolve most information flow and management challenges: 

· The Joint Information Center (JIC) is tasked with handling external information flow to the public and other outside parties.  Additionally, the JIC internal to the command structure consists of a JIC Situation Status Unit, Product Unit, and a Photo/Video Assistant and Support Unit.;


· The Situation Unit is responsible for digesting/focusing internal information, current status information, and displays; and


· The Documentation Unit assembles all of the incident information for archive and long-term documentation purposes.

Each of these units has its own staff and is expected to transfer information within the command structure.  This job aid or guide provides general concepts to assisting in adequately addressing internal information flow between response elements used to manage an incident as well as the sharing of information external to your response management system.  To assist responders with performing functional objectives necessary to support good information flow, this document will also identify vital ICS positions (i.e., Information Officer, Situation Unit Leader, etc.) and information management tools (i.e., Spill Web, OSC2, etc.) to support your efforts.











Situation Unit versus Joint Information Center

Spills generate a great deal of public interest.  Keeping the media and public well informed with accurate and timely information is a critical element for success.  The JIC is responsible for developing and releasing information about the incident to the news media, incident personnel, to other appropriate organizations/agencies, and to the community.  

The Situation Unit is responsible for the collection and evaluation of information for the current and future status of the spill.  The unit is also tasked with preparing, posting, or disseminating resource and situation status information.  JIC personnel are focused on public (external) information, whereas the Situation Unit focuses on the operational status (internal) information needs.  The two are different; not all information is appropriate for release to the public, yet it needs to be available to other sections of the ICS. The JIC needs to be one of the receivers of this internal status information, as well as the sole provider of external status products based on internal information approved by Command as releasable.


Guidelines for Internal Information Flow Management

· The Situation Unit Controls Internal Information Flow; The JIC Controls External Information Flow.  It is important that these two functions are staffed separately and avoid sharing functional responsibilities. Information should be collected and synthesized by the Situation Unit and disseminated from the status display.  Redundant displays should be avoided. All externally released information must be approved and cleared by IC/ICS to ensure consistency and accuracy within all sections.


· Staff a Strong and Capable Situation Unit. A strong, proactive, and dynamic Situation Unit is required for effective response information.  Charismatic personnel need to be assigned to this specific unit.  Too often, the best-trained people who understand the need for aggressive information management are sent to other tasks.  The Situation Unit needs to have aggressive and knowledgeable people to ensure information is gathered and evaluated quickly and effectively.  An operational savvy person supporting the JIC can also enhance the accuracy of gathered and released information.  If the internal and external flow of information fails, as identified in our “Best Response” studies dealing with agency and public perception, the response will suffer.


· Status Boards Must Remain in the Situation Unit’s Direct Control.  Trust of the information posted on the command post status display presents a challenge.  Specific personnel should be assigned to maintain the status boards and maps, and these should never be changed by anyone else.   Updates to the displays must be made only from known, official sources.  Status displays should never be removed from their intended location.  It is important that the current status maps and displays be available to response personnel in the Situation unit. Typically, status boards contain or display much more information than is required for a meeting or press briefing.  Hard copies of pertinent information can be provided by the Situation Unit for off-site information needs.  It is also recommended that a “Hot Issues Board” be created to display the latest versions of significant information status for easy reviewing by the Incident Commanders or other UC elements.  The “Hot Issues Board” is further discussed later within this document.


· Predetermine meeting schedules and information time slices.  Status information is frequently changed.  It is usually beyond the capabilities of the Situation Unit to change the displays constantly.  A more efficient approach is to post and distribute “time slices” of the information, with a schedule of updates.  As people become confident with the schedule, they will stop distracting key personnel for personal updates.  The Situation Unit should know the meeting schedule and determine what information will be required for meetings and briefings. The Situation Unit needs to set a schedule wherein information is collected early enough before a meeting or briefing to allow the information to be synthesized in time for the meeting or briefing.

Establishing an Information Display and Distribution Center.  

A centrally located information display and distribution center should be established in an area where it can be viewed by anyone who needs status information.  It should be visible and accessible to both Operations and Planning but not directly within their work space to avoid unnecessary disruptions. All current products should be posted there and paper copies should be made available at or nearby the same location for people to take them.  Date/Time for the next
update should be posted.  Knowing where and when to get the latest information raises the confidence in the system.


· Conduct Proactive Information Management.  Unit and Section Leaders must understand the need for aggressive and proactive information management.  Proactive information management must be trained.  Information managers must aggressively seek out and pass along pertinent information.  They must have access to all sections and be identified as information gatherers. 


· Use Checklists for Tasks and Jobs of the Information Management Team.  It may be unrealistic to assume that all personnel will have the training needed to manage information.  The beauty of ICS is that the tasks of each job are clearly outlined.  The functional tasking, by ICS position, is clearly delineated within the “Field Operations Guide” (FOG) and other supporting response tools and aids.  How to complete the tasking is not as clearly defined and this document seeks to fill those gaps.  The FOG and ICS Forms will help you identify what needs to be accomplished, but additional checklists should be developed to assist with the functional interaction within the UC.  At a minimum, the information management team needs to address the following questions:

What information is needed by which sections and in what format?
Where does it come from and where does it need to go?
When will it be needed and when will updated information be required and available?
Who are the points of contact in the sections who provide and receive information?
How is the information collected? (e.g., What type of hardware systems will transfer information, what will planning for the use of all available communication frequencies and resources include, what will the procedures and processes for transferring information be, etc.)
Why is the task important?

Checklists for the information management team would include times of meetings, times for product updates, key personnel, and points of contact within the response.


· Avoid Information Overload; Use Information Synthesis.  An incredible amount of information is generated at a spill.  There is more data than is ever needed by the response.  Effective information management involves synthesizing large amounts of data from many different sources into a concise, coherent, quickly understood product.  The IC and Section Chiefs do not have the time to address each topic individually.  Information managers need to effectively interpret, synthesize, and channel the information they receive.


· Build a Graphic Consensus.  Particularly in situations involving spill movement and the geographic positioning of resources, a quickly created map or graphic can allow all elements of the response to immediately gain a clear understanding of events.  As opposed to verbal briefs, a graphic can be posted, copied, faxed, and distributed widely to all.


· Use Appropriate Technology; Seek Appropriate Information.  Advanced technology equipment including: computers, digital cameras, internet connections, large copying capability, etc. has changed our approach to sharing information.  It is important to state that any system or tool used to enhance information flow should be as transparent as possible and not be detrimental to response actions.  Some tools available to the IC may include:

-  Paper forms;
-  Status/Display Board;
-  Job Aids;
-  ESI Maps;
-  Spill Trajectory Models;
-  NOAA Spill Web;
-  CG OSC2;
-  Responsible Party Designed System(s);  and
-  SPEARS.


· Develop an Effective Human Information Network.  Information networks are ways of improving human interaction.  A successful information system requires a well-structured human information chain in order to function.   People need to be identified in each section who will function as a point of contact.  Information arriving within a section needs to be aggressively posted, disseminated, and distributed as needed.  If this human network is developed, the pathways of information flow are clear.  Computer-based systems only enhance the human process in place.

The Joint Information Center Model (formerly the JIC Manual) and Commandant (G-MOR) Information Exchange Matrices are ICS compatible and are available for use to assist your networking efforts.

Source:  “Response Information Flow Management: Considerations for Planning and Training” – Chris Hall/John Murphy, Genwest Systems, Inc. and Bradford Benggio, NOAA

Data Acquisition


What Data Will Get Generated?

The data generated at an incident will vary according to what kind of incident it is.  It is helpful to develop checklists that list common data needs.  The following is a list of data that may be generated at a response:  

· Sensitive Area Surveys

· Shoreline Cleanup & Assessment Team (SCAT) Surveys

· Contact Lists

· Overflight Observations

· Mass Balance Calculations

· Tank Lightering Diagrams

· Vessel Salvage Progress Diagrams

· Oil trajectories

· Chemical Characteristics

· Tide and Current Data

· Weather Forecasts

· Air Plume Dispersion Predictions

· Wildlife Issues

· Staging Areas

· Decontamination Issues

· Communications

· Site Safety 

· Response Resources

· Organization Charts

· Closures (traffic, shipping, fisheries)

· Injuries/Deaths

During an event, any number of the items in the above list or an item not even listed may need to be generated.  Refer to the Data Processing section for a more comprehensive checklist that the Situation Unit may use.

ICS Flow of Events

Below is a diagram, which shows the flow of events the members of the ICS will follow during the Planning Process in an event and the ICS Forms or other documents that will be useful.
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Note:  Products required for each ICS event or meeting title


Followed by ICS position responsible for creating the product.


ICS Position Legend



AirOps BD …..
Air Operations Branch Director



CUL ………….
Communications Unit Leader 


Demob UL …..
Demobilization Unit Leader 


GSUL ………..
Ground Support Unit Leader 


Log …………..
Logistics Personnel


MUL …………
Medical Unit Leader


Ops …………..
Operations Personnel


OpSc …………
Operations Section Chief


PSC …………..
Planning Section Chief


RUL ………….
Resource Unit Leader 


SAM ………….
Staging Area Manager


SUL ………….
Situation Unit Leader




Where Does The Data Come From?

· Photography – Digital photos, aerial photos, and close-up photography field observers, news media and others can supply.


· Resources at Risk Data – NOAA, USFWS, State, and NPS.


· Archeological/Historical Resources – SHPO


· Lab Analysis Data – MSL, NOAA, and LSU.


· Communications Lists – Communications Unit Leader.


· Site Safety Plan – Safety Officer – Coast Guard (MLC-k).


· Disposal Plan – Ops and Planning Section.


· Sensitive Area Surveys – Sensitive areas to be pre-determined in the ACP.

· SCAT Surveys – Federal, state, and RP surveyors.

· Contact Lists – Communications Unit Leader within the ICS.

· Overflight Observations – NOAA or other trained overflight observers who in turn relay information to personnel in the Situation Unit.  If equipped with a Geographic Information System (GIS) or other graphics programs, the SUL will enter this data.

· Mass Balance Calculations – NOAA’s ADIOS software, Operations Section.

· Tank Lightering Diagrams – Salvors or Marine Safety Center.

· Vessel Salvage Progress Diagrams – Salvors or Marine Safety Center.

· Oil Trajectories – NOAA SSC or RP.

· Chemical Characteristics – CAMEO program, Safety Officer, MSDS, CHRIS, or other technical references.

· Tide and Current Data – Tide and current software, NOAA SSC, local newspaper, or tide charts.

· Weather Forecasts – National Weather Service personnel or web pages, NOAA SSC.

· Air Plume Dispersion Predictions – NOAA’s ALOHA software, NOAA SSC.

Preparation of ICS Forms

The following matrices delineate by ICS form number and title who within the response management system will prepare the form.  When acquiring or seeking data this reference will assist you in determining under routine circumstances who is responsible for different data.

ICS – OS  Forms Index

ICS Form #
Form Title
Prepared By

201-OS    ±
Incident Briefing
Initial Response IC

202-OS    ±
Response Objectives *
Planning Section Chief 

203-OS    ±
Organization Assignment List *
Resources Unit Leader

204-OS    ±
Assignment List *
Ops. Chief & Resources Unit

204a-OS  ~
Assignment List Attachment
Ops. & Planning Staff

205-OS    ±
Incident Radio Communications Plan *
Communications Unit Leader

205a-OS  ~
Communications List
Resources Unit

206-OS    ±
Medical Plan *
Medical Unit Leader

207-OS    ±
Organization Chart
Resources Unit Leader

209-OS    +
Incident Status Summary
Situation Unit Leader

210-OS    ±
Status Change
Communications Center

211 •
Check-in List
Resources Unit at multiple locations

211e-OS  ~
Check-in List (Equipment)
Resources Unit at multiple locations

211p-OS  ~
Check-in List (Personnel)
Resources Unit at multiple locations

213-OS    ±
General Message
Any message originator

214-OS    ±
Unit Log
All Sections/Units

214a-OS   ~
Individual Log
All Positions

215-OS    ±
Operational Planning Worksheet
Operations & Planning Section Chiefs

216 •
Radio Requirements Worksheet
Communications Unit Leader

ICS Form #
Form Title
Prepared By

217 •
Radio Frequency Assignment
Communications Unit Leader

218 •
Support Vehicle Inventory
Ground Support Unit Leader

219 •
Resource Status Cards
Resources Unit Leader

220-OS   ±
Air Operations Summary
Operations Section Chief

221-OS   ±
Demobilization Checkout
Demobilization Unit Leader

230-OS  ~
Daily Meeting Schedule
Situation Unit Leader

231-OS  ~
Meeting Summary
Situation Unit Leader

232-OS   ~
Resources at Risk Summary
Environmental Unit Leader

232a-OS ~
ACP Site Index
Situation Unit Leader

---           ~
IAP Cover Sheet * 
Planning Section Chief

---           ~
Executive Summary
Planning Section Chief

---           ~
General Plan
Planning Section Chief

---           ~
Initial Incident Information Sheet
Person receiving initial report

· National Fire Equipment System (NFES) form unchanged, no OS version of these forms

±  

NFES form has been slightly modified for oil spill response, either version can be used.

+

NFES form has been significantly changed for oil spill response.

~

New form for oil spill response, no NFES equivalent

*

Commonly used in written Incident Action Plans (IAP)

Data Processing


What Products Are To Be Produced From The Data?

General Products.

· Sensitive Area Surveys – ACP maps, ICS 232

· Resources at Risk/ICS 232 – NOAA, USFWS, State, NPS Product,

· Cost Summaries – Cost Unit deliverable

· Disposal Plan – Generated by Planning/Ops Sections

· SCAT Surveys – SCAT Environmental Unit Form

· Contact Lists – ICS 205a – Commincations List

· Overflight Observations – Overflight maps

· Mass Balance Calculations – Mass balance portion of the ICS 209

· Tank Lightering Diagrams – Graphics gleaned from contractor/salvor contained in lightering plan

· Vessel Salvage Progress Diagrams – Graphics supplied by the salvor and contained in the salvage plan
· Oil Trajectories – Trajectory maps produced by NOAA

· Chemical Characteristics – Chemical hazards section of the Site Safety Plan, ICS 206

· Tide and Current Data – Tide and current table printouts supplied by NOAA

· Weather Forecasts – Forecast printouts supplied by NOAA

· Air Plume Dispersion Predictions – Air plume dispersion maps supplied by NOAA

Maps.  

Common maps produced at an incident are:

· Overflight Maps – Showing overflight observations

· Situation Maps – Showing overflight observations plus the locations of response equipment

· Work Plan Maps – Showing the area at which work will be performed, or showing the directions on how to get to the work area

· Facility Maps – Showing the layout of the command post or other incident facilities

· Traffic Maps – Showing traffic routes

· Shoreline Oiling Maps – Showing shoreline oiling categories

· SCAT Survey Maps – Showing SCAT survey observations
Maps can be obtained from the following sources:

· Hand-drawings

· Nautical Charts (hardcopy or on-line)

· Road Maps (hardcopy or electronic)

· ACP Maps

· Environmental Sensitivity Index (ESI) Maps

· Geographic Information Systems
· NOAA SST (Canvas, Illustrator)

Lists.

Common lists that will need to maintained at an incident and are not part of the ICS forms set are: 

· Contact List – List of local civic leaders, media personnel, and community leaders who need to be informed about the incident

· Various Inventory Lists

Reports.  

Common reports produced at an incident are: 

· Pollution Reports/POLREPs

· Media News Releases or Other Briefings

Forms.  

See FOG forms list on page 12 for what form is needed to be completed and by what position.

Photos.  

The perception of your incident and response may be driven by good photographs.  Take a lot of photographs from the beginning and use the best pictures to tell your story.  Please ensure that hard copy photos and digital photos are properly labeled with the standard identifying information.

It is important to maintain a database and archive for the photos taken during an event.  It may be easiest to just maintain a photo log, but a spreadsheet is best for archiving. Selected electronic photos should be posted in electronic reports, NOAA Spill Web, First Class.

When are These Products Needed?

Use the ICS 230, Daily Meeting Schedule, to determine when and where meeting will be held and what products are needed.  It is helpful to use the FOG and/or checklists to determine what specific products are needed.  Information collection and synthesis must be scheduled to occur well in advance of the meetings so products are ready for the meetings.

Hot Issues Board


It is extremely important that the large amount of information that is generated during a response be properly managed.  Data received must be succinct in nature so as to focus key responders on the most needed and informative report, graphic, or issue.  Key elements and data gleaned from an incident must be short and concise and preferably represented visually. The Hot Issues Board provides you a standard format in which to condense and display information.  

Command.

· Command Objectives

· Politically Sensitive Issues
· Other Response Issues

Operations.

· Vessel/Source Status

· On-board Cargo Status 

· Leak Status

· Amount Released to Date/Time

· Containment Status

· Recovery/Removal Status

· Equipment Deployment Status

· Salvage Plans

· Vessel in Port Status

· Other Response Issues

Planning.

· Shoreline Oiling Amount/Status

· Impacted Resources Status

· Wildlife/Biological Impact Status

· Government Personnel (Federal, State, Local)

· Contractor Personnel

· Volunteers

· Total Personnel in Response

· Injuries/Deaths

· Countermeasures

· Other Response Issues

Logistics.

· Major Services/Products Contracted (ETA)

· Major Services/Products Demobilized (ETD)

· Other Response Issues

Finance.

· Costs to Date

· Cost Ceiling

· Other Response Issues
Meetings and Briefings


Briefing Checklist.

· Time

· Location

· Type

· Facilitator
· Participants

General Briefing Information Needs & Possible Sources.

· Situation Map – Situation Unit

· Overflight Map – Situation unit

· Resources Status/Map – Resource & Situation Unit

· Incident Status 209 – Planning, Operations, & Logistics Sections

· Weather – SSC

· Tides & Currents – SSC

· Trajectory Map – SSC

· Oil Properties – SSC

· Sensitive Sites Index – ACP – Planning Section

· Organization Chart – Resource Unit

· Vessel Diagram – Situation Unit

· Facility Map – Situation Unit

· Site Safety Plan – Safety Officer

Incident Briefing (ICS 201).

· 201 – FOSC/RP

· Situation Map – FOSC/RP

· Initial Notification Form – FOSC/RP

Press Briefings.

· Press Release – JIC/UC

· Situation Summary Text – Planning Chief

· Initial Notification Form – FOSC

· Maps – Situation Unit

· Sensitive Sites Index – Situation Unit

· 209 – Operations, Planning, Logistics Sections

· Weather & Tides/Currents – SSC

· Resources At Risk – SSC

· Chemical/Oil Evaluation – SSC

· Trajectories – SSC

· Overflight Maps – Observer(s)

· Health and Safety Issues – Safety Officer

Forms and Displays


Status Boards (Coordinated by the Situation Unit).

· Situation/Plan Map – Initial Notification, 201, Operations and Planning Sections

· 230/231 (Meeting Schedule/Meeting Summary) – All Sections

· 209 – Operations, Planning, and Logistics Sections

· Phone List – Check-in Points

· Sensitive Sites Index – ACP/SPEARS

Environmental Unit.

· Shoreline Clean-up Plan – Planning and Operations Sections

· Segment Descriptions – Planning and Operations Sections

· Segment Maps – Planning and Operations Sections

· Segment Cleaning Instructions – Planning and Operations Sections

· Summary Map(s) – Planning and Operations Sections

· Summary Matrix – Planning and Operations Sections

· Sign-off Form

Incident Action Plan.

· Cover Sheet – Planning Section Chief

· 202 – Planning Section Chief

· 203 – Resource Unit

· 204 – Operations Section/Resource Unit

· 204(a) – Ops Section Chief/Planning Section.  Should be added after IC/UC signoff for specific areas requiring more detailed site specific instructions

· 205 – Communications Unit

· 206 – Medical Unit

· 220 – Air Operations Branch Director

· 221 – Demobilization unit

· 232 – Situation Unit

· Situation/Planning Map – Situation Unit

· Traffic Plan – Operations Section Chief

· Disposal Plan – Disposal Group

· Demobilization Plan – Demobilization Unit

Daily Summary Report.

· Executive Summary & General Plan – Planning Section Chief

· Initial Notification Form – FOSC

· Overflight Map(s) – Situation Unit

· 209 – Situation Unit

· Situation Map – Situation Unit

· Planning Map – Situation Unit

· Sensitive Sites Index – Situation Unit

· Hot Issues Sheets – Situation Unit

Data Distribution


Whom do the Products Go to and Who has Access to the Information?

It is important to establish a policy for distributing both paper and electronic files both within and outside of the ICS.  Included in the policy should be criteria for determining who has access to information and how to limit access to the information.  For example, paper files could be stamped with “Not for Distribution” so the Joint Information Center  (JIC) knows not to distribute them, or electronic files can be posted to password protected email system or web sites.  Make best use of existing tools such as the Commandant (G-MOR) Information Exchange Matrices, etc.

Remember the Unified Command has the ultimate authority for determining what information gets outside the ICS.

Intra-Command Post Display and Distribution Center

Keep copies of current products posted at all times with extra copies available via whichever method you have to efficiently distribute the products.  Possible methods of displaying information include flip charts/easels, wall charts, pre-built display/distribution centers, electronic displays using a projector or closed-circuit television system.

Be sure to note on the display center what the update cycle is and stick to that schedule.  The cycle will be dependent on the operational period, meeting schedules, the information source, and media briefing schedules.

The proper place for the display is dependent on the command post layout.  It should be located in a central place and in a location that will be maximally effective and easy to use.  It should also be in a controlled environment (e.g. roped off, behind tables, etc.).

Important Information to Display.

· The Initial Notification

· POLREPs

· Overflight Maps

· Trajectory Maps

· Situation Maps

· Weather Forecasts

· Tides/Currents
· Response Objectives (ICS 202)

· Organization Chart or List (ICS 207 or 203)

· Resources At Risk Summary (ICS 232)

· ACP/GRP Site Index (ICS 232a) Near Situation Map
· Incident Status Summary (ICS 209)

· Resources Status (T-Cards)

· Meeting Schedule (ICS 230)

· Product Properties (ADIOS Output, MSDS)
· Phone List  and Other Items as Appropriate
Some Potential Display Pitfalls.

· Having more than one display.

· Display is removed and taken to meetings/briefing.  Make a rule that the display is NEVER removed. Electronic and/or paper copies can be made and a smaller portable display can be created for off-site functions.

· Items are removed from the display area.

· Incorrect, unverified, or conflicting information displayed.

· More than one person is controlling the information at one time.

· Unapproved people adding or changing information.

· Too much information displayed.

Minimum Equipment Necessary for the Situation Display.

· Charts of the Area

· Fine-tipped Markers (Black, Blue, Red)

· Clear Overlay Material (8.5” x 11 Sheets & Large Format if Possible)

· Flip Chart

· Accordion File

· FOG

· ICS Forms
Additional Equipment to Enhance the Situation Display.

· Thumb Tacks

· Clear Mylar

· Tape (Duct, Masking, Scotch, Strapping)
· White Out

· Note Pads

· Stapler and Staples

· Paper Clips

· Scissors

· Self-Adhesive Labels
· Glue Stick

· Toner

· Post-It-Notes

· Grease Pencils

· Telephone Call Log

· Flip Chart/Stand

· Paper (Reams)
· Radio/Cellular Phone

· Copy Machine

· Fax Machine

· Computer

· Printer

· Large Format Copier/Poster Maker

· Extension Cord(s)

· Surge Suppresser

· Scanner

· Electronic Whiteboard

Also refer to the Commandant (G-MOR) job aid for additional lists that may assist Section Chiefs, Unit Leaders, etc. with needed material information.

Data Documentation


Paper Filing

Notebooks.

Your filing system will be the prime system, but to make it easier for a person to find a specific piece of information it may be useful to archive data (usually maps) in notebooks as well.  These notebooks can be organized by functional group (e.g. Maps, SCAT Surveys, etc.).  Again place the most recent  information to the front of the notebook.  Notebooks will usually contain:

· Base Maps

· Overflight Maps 

· Situation Maps

· SCAT Maps and Data

Group Filing.

Each spill will be different, but most spills will require you to file away information within the following functional groups:

· Weather Forecasts

· Tides/Currents

· Base Maps (Blank Maps)

· Overflight Maps (and associated hand drawn observations done on the overflight)

· SCAT Survey Notes

· Situation Notes (usually maps with overflight observations, plus the locations of response equipment…this could be a combination of maps)

· Trajectory Maps 

· Other Appropriate Graphics

· Oil Property Information

· Photo Log

· Wildlife Issues

· Resources At Risk (RAR)

· Natural Damage Resource Assessments (NRDA)

· How Clean is Clean Guidance

· Health and Safety 

· POLREPs 

· Phone/Contact Lists

· Administrative Timesheets 

Put the most recent documents to the FRONT of each file.

Date Filing.

In addition, some of the same documents need to be filed categorized by DATE.  This will result in two redundant filing systems: one by functional group and one by date.  While this may sound like a duplication of effort, it is extremely helpful to be able to search for documents both by their functional group and by when they were made.

Electronic Filing.
All electronic files from an individual event should be maintained within a single, easily distinguishable archive.  Make the structure of your electronic files match the structure of your functional group paper files.  This will be very important to ensure that files are easily found both physically and electronically. 

Electronic File Backup.
At the end of each day, all electronic files should be backed-up.  It may be necessary to establish a policy on the use of electronic data systems.  The policy might include:

· When do you start using electronic data systems

· Who will provide staffing/support

· Archiving

· Off-Site Storage

· Dissemination/Data Sharing

· Connectivity/Access

Internet Filing.  

For significant responses that will generate a large amount of information that is of interest both internally and externally, a web site can be established to post work products and informational documents (i.e., POLREPS, digital photos, Executive Summaries, Briefing Books, Resources at Risk, etc.) for the OSC.  This site can be generated through NOAA using their Spill Web technology.  The release and control of information to the site can be arranged by the OSC during the incident.  The District DRAT is available to provide this service to the OSC and will liaison directly with NOAA to establish the site and feed the site information.
ICS Information Functional Responsibilities


Incident Commander.



Products. 


· ICS 202) (Incident Objectives)

· Sign the IAP Cover Sheet 

· ICS 214 (Unit/Activity Log)

Meetings: 


Unified Command Meeting.

· Meeting Facilitator

· Review Agenda in Preparation for Meeting
· Determine Incident Objectives
Initial Incident Briefing (ICS 201 Briefing).

· Meeting Facilitator

· Provide Basic Information Regarding the Incident Situation and Resources Allocated

· Use the ICS 201 Form as the Briefing Outline


Command Staff Briefing.

· Meeting Facilitator

· Coordinate Command Staff Functions, Responsibilities, and Objectives


Tactics Meeting (Attendance Optional).

· Review IAP to Prepare for Meeting

Planning Meeting.

· State Incident Objectives and Policy Issues
· Determine Attendees

Operations Briefing.

· Approve IAP

· Provide Any Motivational Remarks

· Other Items as Appropriate

Information Officer.


Products.

· Level of Public Interest

· Public Information Strategy

· Speaker Preparation

· News Releases, Fact Sheets, Video, Photos, and News Clips

· Interview, news brief and Town Meeting Schedules 

· ICS 214 (Unit/Activity Log)

Meetings: 



Press Briefing(s).


Command Staff Briefing.

· Initial Incident Data

· Obtains Command Messages

· Liaison Data - Obtain from Liaison Officer the Names and Numbers of Additional Agencies, Organizations, and Stakeholders to be Added to JIC Dissemination Lists 

· Determines News Release Authority


Planning Meeting.

· Obtains Incident Situation Status Data  

· Obtains Daily Meeting Schedule

· Obtains a Copy of the IAP 

· Gleans from the Situation Unit the Future Projections for the Incident



Operations Briefing.

· Transportation Needs – Air/Vessel Transportation for JIC Personnel, Media, Community, and Distinguished Visitors to the Incident Site

· Safety Info – Obtains Safety Brief Information and Protective Clothing needs for On-site Visitors

· Contracting Support – Contract Assistance for Newspaper, Television, and Radio  Clipping Service and the Procurement of Film Processing, Video Dubbing Service, and Audio Visual Support  

· Spokespeople – Identify UC Participants for News Conferences, Town Meetings, and Individual Interviews with the Media

Planning Section Chief.



Products.

· ICS 202 (Response Objectives) – Obtain Information from UC

· IAP (Incident Action Plan) 

· ICS 214 (Unit/Activity Log)
· ICS 203 (Organization Assignment List)

· ICS 209 (Incident Status Summary)

· ICS 221 (Demobilization Checkout)

· ICS 230 (Daily Meeting Schedule)

· ICS 231 (Meeting Description)

· ICS 232 (Resources At Risk Summary)

· ICS 232a (Sensitive Site Index)

· General Plan

· Executive Summary

· Incident Action Plan Cover
Meetings: 




Initial Incident Briefing (ICS 201 Briefing).

· Assist with Briefing as Needed


Tactics Meeting.

· Meeting Facilitator

· Review IAP to Prepare for Meeting

· Prepare Primary and Alternate Strategies with Operations Section


Planning Meeting.

· Meeting Facilitator

· Display ICS 202 for Next Period

· Incident Specifics - Provide Briefing on Situation, Critical & Sensitive Areas, Weather/Sea Conditions, Resource Status, and Availability (with SUL and RUL)

· Strategies - State Primary and Alternative Strategies to Meet Objectives with Operations Section and Logistic Section

· Resources - Specify Resources Needed by Division/Group with Applicable Section Chiefs 

· Develop Resources, Support, and Overhead Orders w/Logistics 

· Assist Logistics to Consider Support Issues: Communications, Traffic, Safety, Etc.

· Assign the IAP Deadline



Operations Briefing.

· Meeting Facilitator

· Assemble the IAP in Preparation for Meeting

· Will be Responsible for Reviewing any Changes to the IAP

Operations Section Chief.



Products.

· ICS 215 – Operational Planning Worksheet.  Should be completed with Resource Unit Leader 

· ICS 204 – Division Assignment List.  Should be Completed with Resource Unit Leader 

· ICS 214 -  Unit/Activity Log
· ICS 210 (Status Change Card)
· ICS 216 (Radio Requirements Worksheet)
· ICS 217 (Radio Frequency Assignment Worksheet)
· ICS 220 (Air Operations Summary)

Meetings: 





Initial Incident Briefing (ICS 201 Briefing).

· Assist with Briefing as Needed


Tactics Meeting.

· Review IAP to Prepare for Meeting

· Prepare Primary and Alternate Strategies with the Planning Section 

· Prioritize Sensitive Area Protection Strategies with Environmental Section and Planning Section


Planning Meeting.

· State Primary and Alternative Strategies to Meet Objectives with Planning and Logistics

· Specify Resources Needed by Division/Group with Planning and Logistics

· Designate Branches, Divisions, or Groups 

· Specify Tactics for Each Division

· Plot Operations Facilities and Reporting Locations on Map with Logistics


Operations Briefing.

· Brief on Current Response Actions and Last Shift’s Accomplishments

· Make Division/Group and Air Operations Assignments

Logistics Section Chief.



Products.

· Communications Plan

· Traffic Plan

· Vessel Routing Plan

· Review Medical Plan

· ICS 214 (Unit/Activity Log)
· ICS 205 (Incident Radio Communications Plan)
· ICS 205a (Incident Status Summary)
· ICS 206 (Medical Plan)
· ICS 211 (Check-in List)
· ICS 218 (Support Vehicle Inventory)
Meetings: 


Initial Incident Briefing (ICS 201 Briefing).

· Assist with briefing as Needed


Business Management Meeting.

· Assist with Meeting as Needed


Tactics Meeting.

· Assist with Meeting as Needed


Planning Meeting.

· State Primary and Alternate Strategies to Meet Objectives with Operations and Planning

· Specify Resources Needed by Division/Group with Operations and Planning

· Develop Resource, Support, and Overhead Orders with Planning

· Assist Planning to Consider Support Issues:  Communications, Traffic, Safety, etc.

· Plot Operations Facilities and Reporting Locations on Map with Operations


Operations Briefing.

· Give Transport, Communications, and Safety Updates

Finance Section Chief.



Products.

· Finance Operating Plan

· Daily Cost/Obligation Totals

· Claims Summaries 

· ICS 214 (Unit/Activity Log)

Meetings: 


Initial Incident Briefing (ICS 201 Briefing).

· Assist with Briefing as Needed

· Identify Initial Funding Sources and Necessary Accounting Support


Business Management Meeting.

· Note Finance Requirements and Criteria Imposed by Contributing Organizations

· Assist in Developing a Business Operating Plan for Resource Procurement and Incident Funding

· Give Cost Analysis and Financial Summary Data


Tactics Meeting.

· Assist with Meeting as Needed


Planning Meeting.

· Assist with Meeting as Needed

· Provide Daily Cost/Obligation Totals

· Provide Claims Summaries

· Align Resource/Personnel Cost Tracking with Resource Unit Data 


Operations Briefing.

· Provide Financial Data

· Other Items as Appropriate

Information Management Tools


Non-Computer Tools

· Response Management System

· Joint Information Center

· ICS Job Aids

· Status Boards

· Distribution Center

Computer Tools

· ESI Maps

· MARPLOT

· ADIOS

· ALOHA for HAZMAT

· GNOME

· NOAA ICS Forms Solution

· NOAA Spill Web

· OSC2 (when available)
· PISCES (for exercises and planning)

· NPFC Cost Accounting System

· SPEARS

· ACP/GRP

· Resource Tracking (Custom System or Spreadsheet)
Information Management Staffing


Conduct Proactive Information Management.  

Unit and Section Leaders must understand the need for aggressive and proactive information management.  Proactive information management must be trained.  Information managers must aggressively seek out and pass along pertinent information.  They must have access to all sections and be identified as information gatherers. 

Staffing Recommendations

Situation Unit.

· Situation Unit Leader – Person should be a dynamic and knowledgeable individual who can interact effectively with Section Chiefs.  We recommend that this position be supported by a deputy when possible.


· Display Processor -  We recommend someone that is very methodical and has the leadership presence to ensure that unauthorized people do not change, alter, or influence the display without following set procedures.  This task can be supported effectively by two people.


· Field Observers – Personnel filling this function need to be focused on accurately recording and reporting current status to the Display Processor.  Within the Command Post, Field Observers need to be present in each section.  In the field, normally there should be one field observer per Division.


· Command Post Observer – Within in the Command Post, a Situation Unit observer needs to be present in each section to carry information into and from that section.

Joint Information Center.

We recommend that every agency/organization supporting a Unified Commander also have a person present to address JIC activities. It also would help to include an operationally knowledgeable person on the JIC staff to facilitate the proper interpretation and release of operational information.

The Information Officer should facilitate information flow into the JIC through the use of either internal/external unit leaders or assistants.

Documentation Unit.

The Documentation Unit should be staffed with a sufficient number of people to support both the filing and distribution needs of the unit.  We recommend not less than two people, these members, as well as the Situation Unit members, should be staffed to support 24 hour operations regardless of field operations time schedule.  

Information Management Feedback


Feedback Process

Gathering information management feedback during a response can be extremely important.  The ability to quickly identify problems, challenges, and lessons learned and correct those issues is a primary objective.

The easiest means to glean this information during a busy response is to arrange a brief informal survey of the response participants.  The completion and submittal of this survey should be coordinated on a pre-determined schedule.  

Once the feedback is consolidated and reviewed, changes should be made where possible to improve upon the process.  Attached is an example of an “Evaluation Check” that can be used to determine and correct problems on-the-spot.

The feedback process explained within this section is very easy to implement.  During a small or non-complex response, feedback issues contained within the survey can be discussed during response meetings conducted in support of the operation.  In larger more complex response scenarios, this same evaluation-feedback-correction loop can happen section-by-section and/or group-by-group.

Response Effectiveness Evaluation Check

ICS Section:  _____________________    Date:  ________________


Yes
No
Meetings:

Are meetings at the right frequency?

Are meetings at the right duration?

Are meetings scheduled at the right time?

Are meetings effective overall?

Comments/Improvements:

Information:

Are you getting the information that you need?

Is information complete enough generally?

Is information timely?

Are meetings effective overall?

Is information generally correct?

Comments/Improvements:

Personnel/Equipment:

Are personnel resources adequate?

Are equipment resources adequate?

Comments/Improvements: 
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Appendix II

Functional Position Job Aids (Link to NSF Web Site)
· Information Officer (IO)

· Liaison Officer (LO)

· Situation Unit Leader (SUL)

· Resource Unit Leader (RUL)

· Documentation Unit Leader (DUL)

Appendix III
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Appendix IV

Executive Job Aid:  “Information Management Insert for the Field Operations Guide”
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Definitions and Acronyms

United States Federal Agencies

ATSDR
Agency for Toxic Substances and Disease Registry

COE
U.S. Army Corps of Engineers

DOC
Department of Commerce

DOD
Department of Defense

DOE
Department of Energy

DOF
Department of Forestry

DHHS
Department of Health and Human Services

DOI
Department of the Interior

DOJ
Department of Justice

DOL
Department of Labor

DOS
Department of State

DOT
Department of Transportation

EPA
Environmental Protection Agency

FEMA
Federal Emergency Management Agency

INS
Immigration and Naturalization Service

MARAD
Maritime Administration

MMS
Minerals Management Service

NIOSH
National Institute for Occupational Safety and Health 

NMFS
National Marine Fisheries Service

NOAA
National Oceanic and Atmospheric Administration

NTSB
National Transportation Safety Board

NPS
National Parks Service

OSHA
Occupational Safety and Health Administration

USCG
United States Coast Guard

USCS
United States Customs Service

USDA
United States Department of Agriculture

USFWS
United States Fish and Wildlife Service

USGS
United States Geological Survey

United States Coast Guard

AirSta
Air Station

ANT
Aids to Navigation Team

AST
Atlantic Strike Team

CC
Command Center

CO
Commanding Officer

CCGD7
Commander Seventh Coast Guard District

COTP 
Captain of the Port

DRAT
District Response Advisory Team

FOSC
Federal on-Scene Coordinator

GRU
Group

GST
Gulf Strike Team

LE
Law Enforcement

MIDET
Marine Inspection Detachment

MIO
Marine Inspection Office

MLC
Maintenance and Logistics Command

MSC
Marine Safety Center

MSD
Marine Safety Detachment

MSO
Marine Safety Office

NPFC
National Pollution Funds Center

NRC
National Response Center

NSF
National Strike Force

NSFCC
National Strike Force Coordination Center

OCMI
Officer in Charge of Marine Inspection

PIAT
Public Information Assist Team

POLREP
Pollution Report

PST
Pacific Strike Team

SAR
Search and Rescue

SC
SAR Coordinator

SMC
SAR Mission Coordinator

STA 
Small Boat Station

Miscellaneous

ABS
American Bureau of Shipping

AC
Area Committee

ACP
Area Contingency Plan

ALC
Advisor and Liaison Coordinator

ANSI
American National Standards Institute

AOR
Area of Responsibility

API
American Petroleum Institute

ATP
Authorization to Proceed

BBL
Barrels

BOA
Basic Ordering Agreement

BPD
Barrels per Day

CAC
Crisis Action Center

CP
Command Post

CT 
Cargo Tank

DCO 
Discharge Cleanup Organization

DNV
Det Norske Veritas (Colby Classification Society)

EIS 
Environmental Impact Statement

EOC
Emergency Operations Center

EPIRB
Emergency Position Indicating Radio Beacon

ERT
Environmental Response Team

FP
Flash-point

FPN
Federal Project Number

FRP
Facility Response Plan

GT
Gross Tons

GIS
Geographic Information System

HAZWOPER
Hazardous Waste Operations

HMO
Hazardous Materials Officer

IAP
Incident Action Plan

IC
Incident Commander

ICC
Incident Command Center

IDLH
Immediately Dangerous to Life or Health

ICS
Incident Command System

ITOPF
International Tankers Oil Pollution Federation

JDT
Joint Design Team

JIC
Joint Information Center

JIT
Joint Information Team

JOC
Joint Operations Center

JRT
Joint Response Team

LEPC
Local Emergency Planning Committee

LOA 
Length Over All

LOC
Letter of Compliance

MARLOG
Marine Logistics

MASS
NOAA Modeling & Simulations Studies Team

MSDS
Material Safety Data Sheet

MSRC
Marine Spill Response Corporation

MTR
Marine Transportation-Related

NM
Nautical Mile

NRDA
Natural Resource Damage Assessment

NRS
National Response System

NRT
National Response Team

NWS
National Weather Service

OSLTF
Oil Spill Liability Trust Fund

OSC
On-Scene Coordinator

OSRO
Oil Spill Removal Organization

OSRV
Oil Spill Response Vessel

PIC
Person in Charge

PIO
Public Information Officer

PLEM
Pipeline End Manifold

PPE
Personal Protective Equipment

PREP
Preparedness for Response Exercise Program

QAT
Quality Action Team

QI
Qualified Individual

RP 
Responsible Party

RRC
Regional Response Center

RRT 
Regional Response Team

SCAT
Shoreline Cleanup Assessment Team

SCBA
Self Contained Breathing Apparatus

SERC
State Emergency Response Commission

SITREP
Situation Report

SMT
Spill Management Team

SOHO
Safety Officer

SOSC
State On-Scene Coordinator

SOP
Standard Operating Procedures

SPM
Single Point mooring

SSC
Scientific Support Coordinator

SUPSALV
U.S. Navy Supervisor of Salvage

UC 
Unified Command

UCS
Unified Command System

USC 
United States Code

VOSS
Vessel of Opportunity Skimming System

VRP
Vessel Response Plan

Acts / Documents

ACP
Area Contingency Plan

CERCLA
Comprehensive Environmental Response, Compensation, and Liabilities Act

CWA
Clean Water Act

FWPCA
Federal Water Pollution Control Act

NCP
National Contingency Plan

OPA 90
Oil Pollution Act of 1990

RCRA
Resource Conservation and Recovery Act

SARA
Superfund Amendments and Reauthorization Act

Incident Command System (ICS) Forms – Hierarchy and Schedule

Emergency Phase




Operational Planning Meeting



Operational
Radio
Radio


Planning
Requirements
Frequency


Worksheet
Worksheet
Worksheet


Incident Action Plan


Response 
Organization
Division/Assm’t
Radio Comms.
Medical         Resources

Objectives
List
List
Plan
Plan              at Risk


Executive Summary


Organization
Incident
Air Operations
Meeting
Meeting

Chart
Status
Summary
Schedule
Description


Resource Tracking


Status 
Resource
Support 
T-Cards
Demob

Change
Tracking
Vehicle

List

Card
List Forms
Inventory




Miscellaneous


General Message
Unit Log
Unit Log 
ACP Site Index



Continuation
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Functional Position Job Aids


· Information Officer (IO)


· Liaison Officer (LO)


· Situation Unit Leader (SUL)


· Resource Unit Leader (RUL)


· Documentation Unit Leader (DUL)

The above Functional ICS Position Job Aids that support information management within a response management system can found on the National Strike Force web site:      

http://www.uscg.mil/hq/nsfcc/nsfweb/NSF/onlinedoc.html 
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Executive Job Aid:  “Information Management for Emergency Spill Response”
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Information Management Insert for the Field Operations Guide
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