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Document and Data Management Plan
Version 1.1

The Refugio Incident Document and Data Management Plan dated May 24, 2015 s
amended to include to the Refugio Incident Common Operating Platform (COP) Information
Management and Data Sharing Plan approved on May 26, 2015. Compliance with the COP
Information Management and Data Sharing Plan will be adhered to by all parties.

Contract services will be utilized when the Federal On Scene Coordinator determines all
documentation has been received in order to Scan/digitize incident information. These services
should be funded by the Responsible Party. If not, the Oil Spill Liability Trust Fund will be
utilized as part of Phase IV actions under the National Contingency Plan (40 CFR 300.160 and 40
CFR 300.315) documentation and cost recovery action.

Enclosures: (1) Document and Data Management Plan Refugio Incident dated 5/24/2015
(2) Common Operating Platform Information Management and Data Sharing Plan

Refugia.lncident approved 5/26/15
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DOCUMENT AND DATA
- MANAGEMENT PLAN

REFUGIO INCIDENT

DOCUMENTATION UNIT LEADER
5/24/2015
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This plan is for the collection, review, filing, safeguarding and storing of all Refugio Incident
Documents relevant to the response. The Federal On-Scene Coordinator (FOSC) has established
a plan in accordance with the documentation of pollution response activities as mandated by
the National Contingency Plan (NCP). See 40 CFR §§ 300.160 and 300.315.



DOCUMENT and DATA MANAGEMENT PLAN
Refugio Incident

Purpose:

This plan is for the collection, review, filing, safeguarding and storing of all Refugio Incident
Documents relevant to the response. The Federal On-Scene Coordinator (FOSC) has established a plan
in accordance with the documentation of pollution response activities as mandated by the National
Contingency Plan (NCP). See 40 CFR §§ 300.160 and 300.315.

The United States Coast Guard is the financial lead of FPN: A15017; therefore, will maintain the
ORIGINAL documentation from the opening of the fund to the end of the incident or FOSC Authority
Transfer between The United States Coast Guard and the Environmental Protection Agency (EPA) is
conducted. Should a transfer of FOSC Authority be conducted the EPA will maintain and Safeguard the
original documentation from the transfer date to the closure of the FPN.

Actions:
1. Do not destroy or delete any documents relating to this incident or response.

2. “Documents” broadly include any form of recorded information created or maintained for use at
a later date. Documents that must be saved include any information that is recorded in any
fashion. For example: -

e Any information written on paper (memos, letters, handwritten notes, calendars with
notations on them, etc.).

e Any photograph, map, chart, computer disc, software, video, voice message, or other
recorded information, as well as electronic data in any form that we record, such as e-
mail, e-mail attachments, computer files, databases, spreadsheets, laptops, PDAs, PCs,
CDs, DVDs, instant messages, etc.

e Originals, drafts, handwritten notes and copies all need to be retained and turned into the
DOCUMENTATION UNIT.

3. All ORIGINAL signed documents are to be turned in and filed with the Documentation Unit.

4. All documents, including photos, are to be turned into the Documentation Unit as they are
developed, if possible, when submitting documents to Documentation, please provide them in an
ORGANIZED manner.

5. Use the ICS-214 to record your notes relating to the incident response.

e NAME, FULL DATE and LOCATION

All personnel should turn in the ICS-214 daily or as soon as practical. All demobilized
personnel will turn in ALL documentation prior to departing,.

Refugio Incident ~ Santa Barbara County California
Document Management Plan
Page 1 of 2




. . DOCUMENT and DATA MANAGEMENT PLAN
Refugio Incident

6. Place all duplicate copies of documents in the box at the Documentation Unit. All duplicates
will be verified and dealt with accordingly.

7. Assume that all of your documents will become public knowledge. PROPERLY MARK
DOCUMENTS that could be considered classified or confidential.

8. When documenting events use the guidelines:

Include your Name, Position, Date and Location
Be Specific

Be Factual

Avoid Speculation and Rumor

Avoid Vague and Subjective Personal Impressions

oo TP

ALL Electronically Stored Information (ESI) will be captured upon demobilization on a designated
Laptop and External Hard Drive.

Following the completion of the incident archive, a copy will be provided to the Unified Command.

Refugio Incident ~ Santa Barbara County California
Document Management Plan
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Common Operating Platform
Information Management and Data Sharing Plan

Refugio Incident

Purpose:

Information and data generated as a result of the response, or germane to the mitigation of the incident,
are used in support of the Unified Command’s Critical Information Requirements (CIRs), This
Information Management Plan is meant to ensure continuity of information across the various CIRs and
facilitate sharing amongst the response personnel during the incident. Furthermore, this plan will set

the foundation for archive and access to information. The scope of this plan includes all documents,
digital forms, operational and environmental Geographic Information Systems (GIS) data, photography,
video, remote sensing, response sampling, and response databases. Implementation of this plan will:

*  Help to avoid compartmentalized isolation of information within units and sections
*  Ensure all parties understand responsibilities, methods, and resources available

*  Help maintain information continuity over time regardless of personnel changes

*  Provide the basis for periodic review, evaluation, and updating of procedures

+  Help ensure the proper archival of data for post-incident retrieval and analysis

The incident related information and data that may be excluded under the scope of this plan are:

1. Proprietary or non-incident related information or data.

2. licensed, sensitive, or cultural resources as determined by data provider.

3. Information developed for the sole purpose of the Natural Resource Damage Assessment
(NRDA).

The overarching objective of this plan is to facilitate availability of infofmation to all parties involved in
the response. The Documentation Unit and Situation Unit were integral to the development of this plan
and the establishment of daily documentation and sharing procedures.

Unified Command Signatures:

United States Coast Guard FOSC W"@ a%7_ 5-/“2’6 // s

Date

State of California SOSC Z“”{" z W‘“ﬂ & 5/%/‘"

Santa Barbara County LOSC Mé& { A? J7 ///-
Date
Plains All-American Pipeline (RP) 3 26-7%

Date
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IV. COMMON OPERATING PICTURE:

This section serves to catalogue and describe the Common Operating Pictures (COP) involved during an
incident,

A designated COP does not preclude the use of other viewers for individual responder or organizational
use, provided that everyone has access to consistent, up-to-date data. A daily exchange cycle should be
described for data delivery requirements. The following points should be discussed:

° Data must be interoperable with appropriate systems
e Situation Unit oversight of data to ensure continuity and access during the response
e Timelines of data delivery, communication for sharing data in other data viewers
© Basic metadata on file creation (who, what, where, when)
cop Description Response Method of POC
Function data access
Command Pro ICS form management cop Web-based Dan Sobieski (Planning)
and IAP creation.
Associated GIS viewer
ERMA NOAA’s COP viewer. Web | cop Shapefiles, JB Huyett (Planning)
based and open source WMS
developed.

V. DATA INFRASTRUCTURE AND HARDWARE:

This section outlines the designated, centralized, data storage applications used during the response.

Response Repository: CA OSPR has provided an On-scene Response Server to act as a repository for all
GIS and photography. It is being managed by the GIS Unit and access is to the GIS Unit and on a needs
basis.

Data Storage Description Location Method of POC for access
Application data access
On-scene Response server for GIS Icp CA OSPR Judd Muskat {CA OSPR)
Response and digital data. Willbe ’ response
Server storing GIS, photos, and network
maps.

VI. DATA PRESERVATION & PROTECTION:
Data Back-Ups

In order to protect data from accidental modifications, deletions, or disaster events, there must be a
plan to back up of data on personal external hard drives or to an external storage location.
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e Short-term storage back-up plan: responsibility of the owner of the response database being
managed.

Short-Term Storage (incident start to end of response):

Proper storage during the response will facilitate data usage to support operations and planning. The
systems and processes for storing data are designed to quickly share and disseminate. These systems
are not designed for long-term storage. At the end of the response phase, data will need to transition to
a more stable solution.

Long-Term Storage (end of response to indefinite):

Long term storage is needed to provide an archive and continuity of information. The United States
Coast Guard will manage the long-term storage of all documents, digital forms, operational and
environmental Geographic Information Systems (GIS) data, photography, video, remote sensing,
response sampling, and response databases; all documents will be turned in to the United States Coast
Guard upon closure of the Incident Command Post in accordance with the Refugio Incident Demob Plan.
The appropriate data and information personnel will work with the Documentation Unit to transfer their
materials. Copies of hard drives will be provided to the response parties and available for access upon
request to the USCG.

The appropriate data and information personnel will work with the Documentation Unit to transfer their
materials. Copies of hard drives will be provided to the response parties and available for access upon
request to the USCG.

Transfer to Long-Term Storage:

Data type Transfer method
Documents Manual submission and storage
ICS Forms (Command Pro) Hard copies provided to documentation unit
Photography Hard-drive provided of the On-scene Response Server
GIS Hard-drive provided of the On-scene Response Server
Response Sampling Data pushed to EPA SCRIBE.net
Remote Sensing Hard-drive provided of the On-scene Response Server
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Appendix I. REFERENCES

1)

CTEH, Quality Assurance Project Plan, Refugio Incident, Version 1.0. Santa Barbara, 2015.

2) USCG Incident Management Handbook. 2014

3) USCG Records Management. CG-611 Management Programs and Policy Division.

4)

5)

6)

a) The primary purpose of the Coast Guard's records management program is to prdmote the

maintenance and security of records, to ensure we have accurate and timely information to
accomplish our missions, allow accessibility to information to staff and the public as appropriate,
and preserve official records in accordance with applicable statutory and regulatory
requirements,

The term "record" is not limited to paper documents, but includes all media, e.g., audiovisual,
cartographic, electronic, etc. Records can be either temporary or permanent; temporary records
are destroyed after a specified/approved period of time while permanent records are preserved
by the National Archives for the life of the republic. Typically, for any government agency, less
than five percent (5%) of the records are scheduled as permanent; the Coast Guard has almost
25% scheduled as permanent records.

* All Coast Guard personnel have basic Records Management responsibilities. Originators and

recipients of both paper and electronic records (including e-mail) must label and archive
information per approved dispositions schedules outlined in:

information and Life Cycle Management'Manua!, COMDTINST M5212.12A., and
NARA Approved Changes to COMDTINST M5212.12A (updated June 7, 2013)

NOAA Environmental Data Management Committee (EDMC) Data Management Planning Procedural
Directive, Version 2.0.1, February 11, 2015.

National Oil and Hazardous Substances Pollution Contingency Plan (NCP)

IPIECA-IOGP, Work Package 5: Common Operating Picture, IPIECA — IOGP Oil Spill Joint Industry
Project. 2015.
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