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The Unified Command is responsible for the overall management of the incident. This group

typically consists of the Federal On Scene Coordinator (FOSC), State On Scene Commander

(SOSC), and a Responsible Party representative (RP).

FOSC: For maritime environmental response, the USCG Captain of the Port. For inland

responses, position will be filled by an EPA qualified FOSC.

SOSC: Typically a representative from the Connecticut Department of Environmental

Protection and/or New York Department of Environmental Conservation

RP: Under OPA 90 the responsible party has primary responsibility for cleanup of a discharge.

Initial response will be conducted by a Qualified Individual (QI) based on the pertinent

Facility/Vessel Response Plan. If the RP fails to respond appropriately, the FOSC or SOSC

may assume the lead for the response.

The main objective for the Unified Command is to “Minimize the Consequences of Pollution

Incidents”

2102 Critical Success Factors

Human Health & Safety

No spill related public injuries, illness,No response worker injuries, illness,

   death                                                             death

The Natural Environment

Source Discharge Minimized                    Spill Effectively Contained / Controlled

Sensitive Areas Protected                        Resource Damage Minimized

The Economy

Economic Impact Minimized                     Source Discharge Minimized
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Public Communication

Accurate Timely Info                                  Positive Media Coverage of Response

Positive Public Perception

Stakeholder Service &

Support

Minimize Impact to Stakeholders              Stakeholders Well Informed

Positive Meetings with Stakeholders        Prompt Handling of Damage Claims

Response Organization

Objectives Established; Communicated    Clarity in Leadership & Responsibility

Sufficient / Efficient Resources                      at All Levels
2105 Initial Action - Checklist:

STEP          ACTION

1.                Receive initial report 
2.                Assess operational implications of information provided in initial report

SAR

Salvage

Fire fighting

Navigation

Population safety

Spill response operations

3.               Determine other critical information needed from staff

4.               Obtain a brief from the initial Incident Commander using the ICS 201. Determine

                  the following:
Size and complexity of incident

Initial objectives

Current organization

Agencies/organizations/stakeholders involved

Special concerns

5.                Decide if Oil Spill Liability Trust Fund or CERCLA fund needs to be opened. If so,         
                   have staff initiate action; IC sets initial ceiling.
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STEP          ACTION 

6.                Setup Incident Command organization, if needed, for large-scale, extended duration

                   incidents with potentially significant political, economic or environmental   
                   implications.

7.                Assume duties of IC and relieve the initial Incident Commander

8.                Develop your expectations and immediate objectives

9.                Determine the goals for Unified Command vice a single Incident Command

10.              Negotiate participation in Unified Command

                   NOTE: Those stakeholders who are sorted OUT of UC are likely candidates for                       
                   agency representatives under the purview of the Liaison Officer

11.              Use the decision table below to determine actions to take

                          IF:                                                     THEN:

                          Unified Command                            1. Ensure unified command

                                                                                       members are contacted

                                                                                 - State, RP, others

                                                                                   2. Clarify roles of other UC

                                                                                       members

                                                                                   3. Make subsequent decisions about

                                                                                       space/support needs based on UC                           
                                                                                       organization

                         Incident Command                            1. Make about space/support needs based                            
                                                                                        on IC organization
12.            Identify special forces to assist Incident Commander and Unified Command  

                Example: Strike Teams, Navy Supervisor of Salvage, Marine Safety Center, Agency        
                for Toxic Substances and Disease Registry, Scientific Support Coordinator, National

                Pollution Funds Center, Historian, District Legal Officer, Regional Response Team
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13.            Determine location of command post 
14.            Have Logistics Section Chief obtain/set up work space for command post

15.            Organize and assign subordinates

Operations Section Chief

Planning Section Chief

Logistics Section Chief

Finance Section Chief

Safety Officer

Information Officer

Liaison Officer

Deputy Incident Commander

NOTE: The size of the incident will dictate how many people will be needed to

                  effectively respond.

16.            Set up and conduct initial briefing for Section Chiefs and Command Staff

Size and complexity of the incident

Incident objectives

IC’s expectations

                      Policy on outside information dissemination (media and agency)

Agencies/organizations/stakeholders/business community

Incident activities/situation

Special concerns

17.            Brief superiors

18.            Decide whether to request activation of RRT; decide what additional support is    
                 needed that RRT can deliver; establish briefing protocol
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2110 Situation Assessment - Checklist:

STEP        ACTION

1.              Determine critical information needed from staff

2.             Assess operational implications of information provided in initial report

SAR

Salvage

Fire fighting

Navigation

Population safety

Spill response operations

Inspection waivers 

                       Example: temporary storage facilities and fishing vessels

3.              Personally observe incident with other UC’s 

4.              Review/approve plans to use and allocate resources

5.              Determine when to transition from ICS 201 to IAP
6.              The staff will use the planning cycle below to develop the Incident Action Plan (IAP)

                 assuming an 8 hour shift:

                       IF                            AND Event is:                                 THEN

                       Submission            IC/UC command Objectives            X – 8 hrs.
                       Deadline 

                       = X (hours)            Pre-planning meeting                        X – 6 hrs.

                                                     Planning meeting                               X – 3 hrs.

                                                     IAP preparation                                  X – 2 hrs.
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                            2 hrs.

                 This IAP development schedule should be used to negotiate the submission deadline     
                 for the first IAP. The PSC is responsible for ensuring the IC understands the   
                 development cycle and the time needed to produce the IAP.

                 NOTE: The IC/UC must set objectives early in the planning cycle in order for the IAP        
                 process to be successful.

                 NOTE: These times are approximated for the first cycle and may vary significantly   
                 based on incident complexity and length of operational period.

7.              Identify additional stakeholders – those individuals and groups who potentially are

                 adversely affected by the incident

8.              Determine whether each stakeholder can contribute equipment, people, funds, or

                 influence the best response

                 NOTE: Liaison Officer is responsible for keeping IC informed of stakeholder    
                 concerns.
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STEP         ACTION

9.              Assess funding, legal, and best response implications

Funding issues

                             - shared costs if multiple RPs

                             - limits of liability

                             - Federal/non-Federal cleanup and potential for change

Legal issues

· legal record

                             - administrative orders

                             - investigation interaction

                             - state/local

                             - DOJ

                             - USCG/Marine Board/NTSB

                             - RP attorneys

Best Response Drivers

                             - Human health and safety

                             - The natural environment

                             - The economy

                             - Public communication

                             - Stakeholder support

                             - Organization

10.            Identify operational situation changes thatrequire augmenting/demobilizing resources

2115 Goal, Objective and Strategy Development - Checklist:

STEP        ACTION

1.               Use the matrix below to assist in developing objectives and priorities

Priorities are situation dependent and influenced by many factors

Safety of life is always the highest priority

Concerns may or may not be present

Concerns should be considered in every incident
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                        Concerns                   Issues                             Criteria to Meet

                        People                         General safety                 Overall objectives must be:

                                                             Exposure                               Attainable

Measurable

                                                             Personal                                 Flexible

                                                             protective

                                                             equipment

                                                             Slips, trips,

                                                             falls, drowning

                         Property                      Fire

                                                             Contamination

                                                             Flooding

                                                             Source Control

                        Environment                Sensitive areas                Operational objectives must                   
                                                                                                       be:

                                                             Special interests                       Specific

                                                                                                               Measurable

                                                             Resources at risk                      Assignable

Reasonable

                                                                                                               Time specific

                        Economic                     Industry

                                                             Tourism

                                                             Stakeholders

                        Public                           Safety

                                                             Reaction/Perception

                       Political                          Stakeholders
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STEP      ACTION

2.            Provide guidance to PSC on goals, objectives, and strategies

3.            Review/approve the general objectives of the IAP

4.            Approve and authorize implementation of the IAP for each operational period

5.            Communicate the internal and external information dissemination strategy to the

               Information Officer

               Examples: web pages, emails to media/other agencies/superiors/stakeholders

               NOTE: The IC should emphasize the role that the IO plays in keeping the members of           
               the response organization informed as well as the press and stakeholders.

2120 Organization Supervision - Checklist:

STEP       ACTION

1.              Maintain effective span of control.  Consider the use of deputies and assistants

2.              Assess subordinates performance; provide feedback/mentor subordinates

Ensure information is flowing to all response elements

Be alert for log jams/bottlenecks

Verify timeliness of actions and quality of products

Determine if resources are sufficient

Ascertain that feedback mechanism to IC isworking properly

3.              Take action to correct problems identified during assessment (Step 2)

4.              Attend required coordination meetings

Planning

Pre-Ops brief

Agency/Stakeholder/Non Government Organizations/Trustees (Initially and 
                             then when there are significant issues to be addressed; insist on a lead    
                             trustee.)
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2125 Press Conference Preparation – Checklist

STEP      ACTION

1.            Prepare a statement of commitment, empathy or concern to use as an introduction.

               Put yourself into the shoes of your audience and address what they are most            
               concerned about.

               Example: “As you know we are faced with a challenging safety, environmental,    
               economic event. All the involved parties, under the coordination of the U.S. Coast          
              Guard are committed to working together to expeditiously resolve this incident. Public  
              safety for both the local citizens as well as the cleanup workers ...”

               NOTE: From this point on, sentences should be short - 7 to 12 words in length.

2.            Prepare one to three key messages you want to address and incorporate

                them into a bridge between step one and the body of your statement.

               Example: “We are removing oil from the environment, protecting sensitive areas and

               rehabilitating oiled wildlife.

3.            Repeat your first key message and state two to four facts that support it.

               Example: “We are removing oil from the environment. Our skimmers on the water   
               have removed over 500 gallons today. Workers with sorbent pads are combing the    
               beaches. In total, we’ve collected more than 1 million gallons”

4.             Repeat Step 3 for other key messages you may have prepared

5.             Write a bridge between the body of your statement and your conclusion – repeat your

                one to three key messages again. Should be similar or exactly the same as the bridge  
                in Step 2

6.             State future actions as a conclusion 
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2130 Demobilization - Checklist:

STEP       ACTION

1.     Receive/approve Demobilization Plan from Demobilization Unit Leader/Planning 
                Section Chief

2.             Review and approve lists of major resources proposed for demobilization

3.             Brief subordinates regarding demobilization 

4.            Supervise demobilization of ICS 
5.            Ensure all Section/Unit documentation is forwarded to the Documentation Unit

Motivational remarks

2200 Command Staff
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2210 Liaison Officer

The liaison officer has the following responsibilities.

Serving as the initial point of contact for participating response agencies and groups, and

identifying assignments to appropriate ICS sections.

Receiving and coordinating all calls from public and private entities offering assistance or

requesting information.
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Resolving, and identifying to the Unified Command, public and private concerns related tothe status and effectiveness of the response.

Completing rosters of assisting/cooperating agencies and stakeholders

Facilitating information exchange within organization

Facilitating information exchange with agency reps/stakeholders

The Liaison Officer should acquire the following material:

ICS Forms Catalog/Field Operations Guide

Local telephone directory

Liaison Officer Position Manual

Pens/pencils/note paper/stapler/Post-it Notes, etc.

Blank roster for assisting/cooperating agency and agency representative information (see

Documentation Unit Leader)

Blank roster for stakeholder group and point of contact information (see Documentation Unit

Leader)

Database of area stakeholders / political entities (Use Area Committee membership)

2215 Initial Action - Checklist:

STEP        ACTION

1.               Receive assignment 

2.               Upon arrival at the incident, check-in at the designated check-in location.

3.               Obtain an initial brief from Incident Commander (IC)

                          Size and complexity of incident

Expectations of the IC

Incident objectives

Agencies/organizations/stakeholders involved

Incident activities/situation

Special concerns

4.               Review ICS 201 or Initial Action Plan (IAP) 
5.               Maintain a detailed Liaison Officer Unit Activity Log (ICS 214)

                  NOTE: Log should contain enough detail to reconstruct all events. Expect to provide

                  information on politically hot or sensitive issues.

Long Island Sound Area Contingency Plan

2000 COMMAND

STEP        ACTION
6.              Establish a work location

                      Accessible

Adequate space

Close to Planning Section

Have Communications capability

7.              Acquire work materials listed above 
8.              Organize, assign, and brief subordinates 
9.              Discuss functions with Information Officer (IO)

                       Ensure no duplication of effort

Responsibilities are clear for IO and LO

10.             Track, stay aware of incident expansion/contraction due to changes in conditions,

                  meeting of objectives

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

2220 Liaison Officer vs. Information Officer – Checklist

Below is a flowchart for determining whether the Liaison Officer (LO) or Information

Officer (IO) is responsible for coordinating with assisting/cooperating agencies.

STEP      ACTION

1.             Compile complete list of Assisting and Cooperating Agencies and Stakeholders by

                referring to the phone list in section 5000.

2.             Use this flowchart to determine whether the LO or IO will have primary responsibility    
                to coordinate/inform each agency stakeholder
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 Add Flowchart

If yes to above, add to liaison officer contact list.  If no, reevaluate during next operational period and /or add to information officer contact list.

2225 Information Exchange with Agency Representatives/Stakeholders - Checklist:

STEP      ACTION

1.             Review ICS 202 for objectives

2.             Obtain IC expectations for meeting 

3.             Prepare agenda. Topics include:

                    IAP

IC expectations

Validate agencies’ ability to support IAP

Information on food, medical, shelter for agency resources

Support services available for agency equipment

Immediate supervisor for agency personnel

Agency resource assignment

4.            Establish meeting time and location prior to planning meeting

5.            Advise representatives of meeting time and location

6.            Assign recorder

7.            Compile list of attendees 
8.            Facilitate meeting 
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2230 Demobilization - Checklist:

STEP      ACTION

1.             Receive Demobilization Plan from Demobilization Unit Leader/Planning Section

                Chief

2.             Brief subordinates regarding demobilization 
3.             Debrief appropriate personnel prior to departing incident

Incident Commander

Planning section Chief

Logistics Section Chief

Agency representatives

4.             Supervise demobilization of unit, including storage of supplies

5.             Provide Supply Unit Leader with a list of supplies to be replenished

6.             Forward all Section/Unit documentation to Documentation Unit

7.             Complete Check-out Sheet 
2240 Safety Officer

Spill response and remedial activities must be conducted in accordance with a written site

safety and health plan, although OSHA site safety requirements do not automatically apply to all

oil spill cleanups. The operation must involve employee exposure, or the reasonable possibility

for employee exposure, to safety or health hazards. The role of the site safety and health

supervisor (the Coast Guard District Occupational Health and Safety Coordinator will fill this

position) is to assess the site, determine the safety and health hazards present, and determine if OSHA regulations apply. If an OSHA field compliance officer is on-scene, he or she should be

consulted. Disputes should be referred to the Department of Labor representative on the RRT.

The individual making the site characterization should provide recommendations for the

protection of workers' safety and health through a Site Safety Plan. A sample site safety plan is

referenced in Section 9000. Site safety meetings addressing any changes to the Site Safety

Plan or new hazards to the workplace should be held daily prior to entry into controlled work

areas. Conditions may warrant exit-debriefing meetings to be held at the end of the day or after

departure from controlled work areas..
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2250 Information Officer

The Information Officer is the primary point of contact for all media inquiries and is responsible

for all Joint Information Center activities. The Information Officer should have access to the following materials:

NRT Joint Information Center Manual

Field Operations Guide

ICS Forms Catalog

Local telephone directory

Pens/pencils/note paper/stapler/Post-it Notes, etc.

Blank roster for assisting/cooperating agency and agency representative information (see

       Documentation Unit Leader)

Blank roster for stakeholder group and point of contact information

Database of area stakeholder / political entities (see Area Committee membership)

Computer and printer

Marine Navigational Charts

Two fax machines

8 phones/phonelines

Associated Press Stylebook

Dictionary

Dry erase boards or 3 flip charts

Poster printer

2255 Initial Action - Checklist:

STEP      ACTION

1.             Receive assignment 

2.             Upon arrival at the incident, check-in at designated check-in location.

                    Gather incident data

                     Analyze public perception

                     Inform the public.

3.             Receive briefing from Incident Commander

                    Size and complexity of incident

Expectations of the IC

Incident objectives

Agencies/organizations/stakeholders involved

Political subdivisions

Incident activities/situation

Special concerns/limits on information release
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4.            Begin/maintain Unit Activity Log (ISM 214) 
5.            Acquire materials listed above

2260 Organization - Checklist:

STEP      ACTION

1.             Establish a dedicated phone line for inquiries from the media

2.             Gather basic facts about the crisis – who,what, where, and when

3.             Use this information to answer inquiries 
4.             Assign three people to help you (no qualifications needed) and give them the

                following tasks (see next page for job descriptions):

Inquiries Assistant

Incident Data Assistant

News Release Assistant
5.             Select a location for the Joint Information Center. The location should meet the                           
                following criteria:

                    Enough space for 12 people to work

A minimum of eight AC outlets or power strips used within fire codes

Access to a copier

                    Within or located close to the command post

6.             Call for more assistance, preferably people trained in Joint Information Center and

                 Incident Command System operations

7.             Complete forms and reports required of the assigned position and send material                      

                 through supervisor to Documentation Unit
2265 Inquiries Assistant - Checklist:

The first person assigned to assist the Initial IO will respond to telephone requests for

information.
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STEP      ACTION

1.             Use the dedicated phone to answer calls from the media

2.             Record names and phone numbers of who called

3.            Use approved news release and information from Incident Data Assistant to answer             
               media calls

4.             If a question is asked that you cannot answer, write down the question, who asked it    
                and their number so it can be answered later

2270 Incident Data Assistant - Checklist:

The second person assigned to assist the Initial IO will gather incident data.

STEP      ACTION

1.             Gather information about the incident 
2.             Provide this information to the assistants handling inquiries and written news releases

2275 News Release Assistant - Checklist: 

The third person assigned to assist the Initial IO will prepare written news releases.

STEP      ACTION

1.             Assemble the facts into two or three sentences that answer:

                    who

what

when

where

2.             List the remaining facts and information in bullet form

Example: What agencies are responding, type and amount of equipment

NOTE: The release should be only one page in length. If there is a need for additional

information about specific topics then a separate fact sheet should be done.

3.            Spell check and edit the release and give it to the IO for approval
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4.            Give approved release to Inquiries Assistant and Incident Commander

5.            Fax to media and other 

2280 Press Releases

A press release should tell the who, what, when, where and how of an incident. Once these

basic elements are developed, the press release should address items of specific concern to

the media and the public, including the following items:

Who is taking responsibility for the spill?

What is the response? What kind of equipment is being deployed?

What is the relationship of response to the ACP?

What is the cause of the incident?

How toxic is the spill?

What is the impact?

What type of oil is it and what are its significant properties?

How much will the cleanup cost and how long will it take?

How many gallons were spilled?

Would a double hull have prevented or minimized the amount of oil spilled?

Is this the worst spill in the region: compare with history of other spills in the area?

Has the master and crew of the ship been tested for drugs and alcohol?

Is benzene present? Is it a problem?

What should people do if they get oil on them?

Who should be contacted for claims?

Who should volunteers contact?

An updated press release should be prepared at regular intervals so that the media can be

continually informed of progress. The press releases should be provided in a timely manner to

enable the media to meet their daily news deadline.

2285 Public Statement - Checklist:

The Press Conference Checklist in section 2125 should be used for making any public Statements
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2290 Use of the Internet - Overview:

An official web site is the most efficient method to distribute the Unified Command’s message to

the media and public. Coast Guard First District Public Affairs can quickly create a web site and

has trained personnel to maintain this site throughout an incident. Some information that should

be posted on the site include:

 Press Releases

Digital Photography

Overflight Maps

Situation Reports

Public Health and Safety Information

Public Contact Information (Claims, Questions, Oiled Wildlife)

Other Public Information.

2295 Demobilization - Checklist:

STEP      ACTION

1.             Receive Demobilization Plan from Demobilization Unit Leader/Planning Section

                Chief

2.             Brief subordinates regarding demobilization.  Debrief appropriate personnel prior to

                departing incident

                    Incident Commander

Planning Section Chief

Logistics Section Chief

Agency representatives

3.             Supervise demobilization of unit, including storage of supplies

4.             Provide Supply Unit Leader with a list of supplies to be replenished

5.             Forward all Section/Unit documentation to Documentation Unit

6.             Complete Check-out 
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2305 Joint Information Center (JIC)

During a major oil spill where media activity is expected to last several days, a Joint Information

Center (JIC) should be established to coordinate public affairs activities between participating

agencies. The role of the JIC includes:

Serving as a central location for media to receive up-to-date information about the         
       response.

Providing responses to incoming requests for general information.

Ensuring Responsible Party, State and Federal government statements are aligned through

       the Unified Command.

Issuing press releases.

Scheduling and coordinating news conferences and media briefings.

Providing outreach to the general public by keeping local civic, business and opinion  
       leaders informed.

Coordinating use of internet technology for information dissemination.

2310 Joint Information Center Organization and Position Descriptions:

JIC Supervisors                                       Media Relations

(from Federal State, Local Agencies and

Responsible Party)

Joint Information Center Manager          Government Relations

                                                                 Community Relations

                                                                 Information Coordinators.

2315 JIC Supervisors

These positions are held by the senior public affairs representatives for the:

U S Coast Guard

State of Connecticut and/or New York

Responsible Party

JIC Supervisors report to the Unified Command and provide strategic public relations advice

and guidance. The JIC Supervisors will:

Ensure that a JIC is established and fully functioning

Establish public information goals and objectives for the spill incident that ensures accurate

       and timely dissemination of information

Provide direction on handling controversial and sensitive spill response issues, for example,

       use of dispersants, in-situ burning, drug testing, enforcement investigations, access for

       news media, etc.
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Receive input on issues from the JIC Manager

Establish a schedule for news conferences, briefings and public informational meetings

   Prepare On Scene Coordinators/Incident Commanders for news conferences and briefings

Resolve disputes that may arise regarding public affairs issues between agencies and

       responsible parties

2320 Joint Information Manager

An experienced public affairs information specialist with working knowledge of oil spill response

issues and the Incident Command System will hold this position. The JIC Manager will:

Review information supplied by information coordinators, ensure accuracy and consistency

       and determine appropriate method for dissemination (to production for updates, copying for

       JIC staff, etc.)

Ensure news media updates, news releases and fact sheets are distributed to JIC staff,

       command post staff, on-site news media, off-site news media, off-site agency officials and

       other interested parties

Provide orientation for newly arriving or assigned public information staff.

2325 Information Coordinators

Information coordinators report to the JIC Manager and are responsible for gathering specific

information about the spill response effort directly from Operations, Planning, etc. Information

coordinators will work closely with the appropriate section supervisor and/or the designated.

section public information contact. Information gathered is provided to the JIC Manager for

dissemination. Information coordinators should be assigned to:

Operations (offshore activities)

Operations (onshore activities)

Planning/Logistics/Finance

Environmental/Economic Impact
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2400 Reserved

2500 Reserved

2600 Reserved

2700 Reserved for Area

2800 Reserved for District

2900 Reserved
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