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[bookmark: _1__1_]
[bookmark: _Toc173952297]1.0	OVERVIEW

On July 28, 2005, the U.S. Environmental Protection Agency (EPA) issued Office of Solid Waste and Emergency Response (OSWER) Directive 9285.3-12 to announce the availability of the Agency’s Emergency Responder Health and Safety Manual (hereinafter “the manual”). The manual has been created in compliance with 29 CFR 1910.120(b)(1)(i) and serves as part of the written safety and health program for EPA emergency responders involved in hazardous waste operations. This manual was also designed to provide guidance for EPA Federal On-Scene Coordinators to ensure compliance with 40 CFR Part 300.135 and 40 CFR Part 300.150.
[bookmark: TextBox1]Text Box 1
EPA’s Emergency Responders

EPA’s emergency responders respond to sudden releases of oil or hazardous materials (HAZMAT) incidents (including releases of chemical, biological, radiological, and nuclear agents). They must be able to perform their job while wearing a variety of protective clothing and equipment and working under variable environmental conditions. 

[bookmark: _Toc173952298]1.1	What Is the Manual? 

The manual consists of a series of chapters and a Field Guide. The chapters outline steps that must be taken to protect the Agency’s emergency responders (see Text Box 1) from job-related accidents, injuries, and exposures to hazardous materials. In all cases, saving lives and preserving health take precedence over all other considerations. The Field Guide is a short document that summarizes the main points of each of the manual’s chapters, providing information that emergency responders need to stay safe in the field. 

[bookmark: _Toc173952299]1.2	What Does this Introduction Cover?

This Introduction presents:

Information on the manual’s target audience, objectives, key features, and website (Section 2).
An overview of the process used to develop and support the manual (Section 3).
Instructions on how to implement the manual (Section 4).
Information that is pertinent to multiple chapters, such as roles and responsibilities of key EPA personnel, the importance of performing pre-entry briefings, and procedures for tracking health and safety training requirements (Section 5).
[bookmark: _1__2_][bookmark: _2.0_THE_MANUAL’S_INTENDED_AUDIENCE,][bookmark: _Hlt143340635]Program review and field auditing procedures (Section 6). 

[bookmark: _Toc173952300]2.0	THE MANUAL’S AUDIENCE, OBJECTIVES, KEY FEATURES, AND WEBSITE

[bookmark: _1__3_][bookmark: _Toc173952301]2.1	Target Audience 

EPA’s emergency responders and their managers must work together to implement the requirements and management practices presented in the manual. EPA’s emergency responders include: 

On-Scene Coordinators (OSCs)
Field personnel working for EPA’s Environmental Response Team (ERT)
Field personnel working for EPA’s Consequence Management Advisory Division (CMAD)
Headquarters (HQ) response personnel

All 10 EPA regions, the Office of Land and Emergency Management (OLEM) special teams, and HQ must implement the manual. Other organizations within EPA are also encouraged to do so. If organizations adopt this manual for other groups of EPA employees, however, they may find that some of its minimum requirements are more stringent than required for those particular groups.
 
[bookmark: _1__5_][bookmark: _2.3_The_Manual’s_Main_Objectives][bookmark: _Toc173952302]2.2	Main Objectives

[bookmark: _1__6_]The manual’s main objectives are presented in the subsections that follow. 
[bookmark: Sec_2_2_1]
[bookmark: _Toc173952303]2.2.1	Protecting Emergency Responders

First and foremost, this manual has been developed to ensure that EPA’s emergency responders are protected against potential job-related health and safety hazards. EPA values its workforce and recognizes that its emergency responders perform some of the Agency’s highest-risk activities. The manual has been developed to strengthen health and safety programs for these individuals and to satisfy the Agency’s obligation to support and protect these workers. 

[bookmark: Sec_2_2_2][bookmark: _Hlt143340646][bookmark: _2.2.1_Meeting_Regulatory_Requiremen][bookmark: _Toc143069364][bookmark: _Toc173952304]2.2.2	Meeting Regulatory Requirements 

Section 19 of the Occupational Safety and Health Act of 1970 instructs all federal agencies to establish and maintain a comprehensive occupational safety and health program and Section 300.135(l) of the National Contingency Plan (NCP) states that OSCs are responsible for worker health and safety concerns at response sites in accordance with Section 300.150(a), which indicates that response actions under the NCP will comply with 29 CFR 1910.120 (the Occupational Safety and Health Administration’s [OSHA’s] Hazardous Waste Operations and Emergency Response standard). The manual provides the foundation that is needed to meet these requirements. Each chapter in the manual (with the exception of this Introduction) compiles information about a specific health and safety topic, incorporating information that appears in existing OSHA standards, EPA policies and guidance, and other organizations’ rules and guidelines. In some instances, the manual stipulates requirements that go beyond those specified by OSHA. EPA’s emergency responder program has gained valuable knowledge and experience supporting HAZMAT incidents over the years and applies these best management practices to the manual’s chapters. 

[bookmark: _1__7_][bookmark: _2.2.2_Promoting_a_Consistent_Approa][bookmark: Sec_2_2_3][bookmark: _Toc173952305]2.2.3	Promoting a Consistent Approach to Health and Safety across EPA 

Implementation of EPA’s health and safety programs is decentralized, meaning that EPA regions (as well as HQ and OLEM special teams) are responsible for executing their own health and safety program. Given the nature of the threats that face the nation, the Agency believes it is more important than ever to maintain a mission-ready workforce that is prepared to work within the National Response Framework (NRF), operate within an Incident Command System (ICS), and respond to simultaneous emergencies in one or more regions. To ensure this level of readiness, EPA’s emergency responders must share the same baseline level of health and safety preparedness. 

The manual promotes such consistency by (1) establishing minimum health and safety requirements for EPA’s emergency responders that all EPA organizations must meet and (2) taking steps to standardize the manner in which EPA organizations execute their health and safety programs. 

[bookmark: _2.2.3_Providing_a_“Living”_Document][bookmark: Sec_2_2_4][bookmark: _Toc173952306]2.2.4	Providing a “Living” Document 

The manual is a living document. Chapters will be updated and revised if necessary as new information on health and safety requirements and best management practices become available. Emergency responders are encouraged to provide feedback on the manual to their Health and Safety Program Contacts (HSPCs) and/or their Safety, Health and Environmental Management Program (SHEMP) Managers (or equivalent OLEM special team and HQ positions), who in turn will forward all relevant feedback to HQ and the Tier 1 and Tier 2 Groups (described in Section 3.2). 

[bookmark: _2.2.4_Consolidating_Health_and_Safe][bookmark: Sec_2_2_5][bookmark: _Toc173952307]2.2.5	Providing Health and Safety Information in a User-Friendly Format

The manual consolidates information on health and safety requirements from a variety of sources. As such, each chapter provides “one-stop shopping” on a specific health and safety topic. Web links are included to direct users to detailed reference materials. To assist with navigation, internal hyperlinks appear throughout the chapters. 

[bookmark: _1__9_][bookmark: _2.2.5_Providing_the_Foundation_for_][bookmark: Sec_2_2_6][bookmark: _Toc173952308]2.2.6	Providing the Foundation for Site-Specific Health and Safety Plans (HASPs)

The manual aims to equip EPA emergency responders with the tools they need to develop comprehensive, effective, legally compliant, and equivalent site-specific HASPs. Chapter 1 of the manual addresses HASP development. Emergency responders should also become familiar with the HASP resources available on the Safety Officer Toolbox website. Figure 1 illustrates how the different pieces of the manual fit together to support HASP development. 

[bookmark: _Toc417021408]Figure 1
Building the Agency’s Health and Safety “House” One Brick at a Time




[bookmark: _Toc173952309]2.3	Key Features Found in Each Chapter 

Each chapter in the manual presents program requirements for a specific health and safety topic, outlines roles and responsibilities, addresses training requirements, and includes a section on recordkeeping. Each chapter also contains the following:

· Customizable task table. Appendix A of each chapter includes a table that (1) lists specific activities that must be performed to ensure the smooth operation of a health and safety program and (2) offers recommendations regarding who (with regard to position title) might be best suited to perform each task. To balance the Agency’s desire for standardization with the need for flexibility, however, the manual does allow individual organizations to make the final decision regarding how to assign tasks. This flexibility is offered to promote the best use of resources and should not be interpreted as allowing EPA organizations to remain vague about who is responsible for performing specific tasks. 
· Table that documents additional policies and procedures. Appendix B of each chapter (with the exception of the Introduction) provides space for users to document any additional existing practices their organizations have implemented that exceed the manual’s minimum requirements.
· Glossary. Appendix C of each chapter (except for the Introduction) includes a glossary that defines key terms.
· Implementation checklist. A checklist was created for each chapter that EPA organizations can use to ensure they are meeting the requirements listed in each chapter. The checklist is intended to serve as an internal tool. The implementation checklists are found in the “Forms” section of the manual’s website.
[bookmark: _1__10_][bookmark: _Hlt143420627][bookmark: _1__11_][bookmark: _2.5_The_Manual_is_Available_via_the][bookmark: _1__12_][bookmark: _1__13_][bookmark: _3.0_PROCESS_USED_TO_DEVELOP_AND_IMP][bookmark: _3.0_PROCESS_USED]
[bookmark: _Toc173952310]2.4	The Manual’s Website

The Emergency Responder Health and Safety Manual website provides the most up-to-date version of the manual’s chapters, a template for the Field Guide, administrative documents, and a variety of tools (e.g., checklists, downloadable forms, training), as described in Section 4.1. 

[bookmark: _3.0_PROCESS_USED_1][bookmark: _Toc173952311]3.0	PROCESS USED TO DEVELOP AND SUPPORT THE MANUAL

[bookmark: _Hlt143340672][bookmark: _Toc173952312]3.1	Chapter Development 

[bookmark: _1__15_][bookmark: _3.2_Implementation—Applying_the_Man][bookmark: _3.2_Implementation—Applying_the][bookmark: _3.2_The_Manual’s]OSCs, Removal Managers, SHEMP Managers, certified industrial hygienists from EPA’s SOHSD, and representatives from ERT and the Office of Emergency Management (OEM) helped develop the manual. Their input reflects over 30 years of emergency response experience and some of the lessons learned during national mobilizations, such as the World Trade Center attacks, the anthrax attacks of 2001, the Columbia Space Shuttle recovery, Hurricanes Rita and Katrina, and the Deepwater Horizon and Enbridge oil spills. 

[bookmark: _Toc173952313]3.2	The Manual’s Three-Tier Support Structure 

The Emergency Response Health and Safety Work Group established a three-tiered support system at the national level to promote the manual, collect feedback on its functionality, and authorize modifications as needed. Key players involved with implementing the manual include:

[bookmark: Tier1Workgroup]The Tier 1 Committee, consisting of SHEMP Managers and HSPCs, their OLEM special team counterparts, and HQ representatives. Group members collect feedback on the manual from those implementing health and safety programs across the Agency and resolve issues and problems. If the Tier 1 Group is unable to resolve an issue/problem, the matter is forwarded to the Tier 2 Group. The Tier 1 Group also alerts the Tier 2 Group if resource needs have been identified or changes have been proposed to the manual. The Tier 1 Group meets monthly via conference call. 
[bookmark: Tier2Workgroup]The Tier 2 Committee, a small steering committee consisting of representatives from the Removal Managers, OEM, SOHSD, ERT, as well as the Tier 1 Group co-chairs. This group helps resolve issues/problems forwarded by the Tier 1 Group. If resolution cannot be reached, the Tier 2 Group forwards the issue to the Tier 3 Group. The Tier 2 Group also coordinates with and briefs the Removal Managers and SHEMP Managers on key health and safety issues (e.g., decisions on the selection and use of respiratory protection) and works with the Superfund Division Directors and the Tier 3 Group to facilitate the chapter review and approval process. 
The Tier 3 Committee, consisting of the Director of OEM; the Director of SOHSD; the Director of the Office of Superfund Remediation and Technology Innovation; the lead regional Division Director for Superfund and Homeland Security; the OLEM Safety, Health and Environmental Management designee; and OEM’s Director of the Preparedness and Response Operations Division. The Tier 3 Group is responsible for maintaining (or modifying if necessary) the overall strategic direction of the manual; resolving nationally significant implementation issues; and ensuring that appropriate resources are available to effectively implement the manual’s chapters, develop new chapters, revise existing chapters, and develop health and safety training materials. If necessary, the group is called upon to officially authorize/ratify changes that the Tier 1 and Tier 2 Groups propose for the manual.
[bookmark: _1__16_][bookmark: _4.0_INSTRUCTIONS_FOR_EPA_REGIONS,_E][bookmark: _Hlt143340677]
The Workgroup charter is posted on the Workgroup’s SharePoint site at Workgroup Charter.

[bookmark: _3.3_Chapter_Updates][bookmark: _4.0_INSTRUCTIONS_FOR_EPA_ORGANIZATI][bookmark: _4.0_INSTRUCTIONS_FOR][bookmark: _Toc173952314]4.0	INSTRUCTIONS FOR EPA ORGANIZATIONS

[bookmark: _1__17_]As previously mentioned, all 10 regions, OLEM special teams and HQ must implement the manual. These organizations must: 

· Adopt the requirements and management practices outlined in the manual.
· Customize the manual’s chapters with local information, such as the names of those responsible for specific program tasks within their organization.
· Develop a customized Field Guide.
· Post customized chapters and the Field Guide to the their specific website on response.epa.gov or post customized chapters to a document sharing site (e.g., SharePoint, MS Teams, OneDrive, etc.) that is accessible and communicated to all personnel within the program.
· Review/update customized chapters and the Field Guide annually.
· Communicate with their emergency responders the location and purpose of the manual and field guide.

The Removal Managers, SHEMP Manager, and HSPC (or their designees) from each EPA organization should work together to ensure that these tasks are completed.

[bookmark: _4.1_Accessing_the_Manual_Online][bookmark: _4.1_Accessing_the][bookmark: _Toc173952315]4.1	Accessing the Manual (and Other Associated Tools) Online
[bookmark: _Hlt143327013]
The Workgroup maintains a website for the manual that contains: 

Up-to-date versions of the manual’s chapters.
Information about modifications that have been made to the manual over time.
Training and tools (e.g., field review safety checklists).
Administrative documents.
A template for Field Guides.
Downloadable forms. 
Customized documents (e.g., customized versions of each organization’s chapters and Field Guide).
 
[bookmark: _4.2_Learning_How][bookmark: _Toc173952316]4.2	Learning How to Use the Manual

The HSPC (or another designated person) should make training on how to use the manual available to emergency responders. A PowerPoint presentation is available on the “Training and Tools” section of the manual’s website for this purpose. The training may be provided in a classroom setting, or emergency responders may be asked to download and take the training online. 
[bookmark: _1__18_][bookmark: _4.2_Customizing_the_Chapters_For_Yo]
[bookmark: _Toc173952317]4.3	Customizing the Chapters for Your Organization

SHEMP Managers, Removal Managers, and HSPCs (as well as their OLEM special team and HQ counterparts) must ensure that the manual’s chapters (including this Introduction) are customized with organization-specific information. This entails (1) inserting organization-specific information into yellow-highlighted spaces found throughout the chapter’s text and appendices, (2) customizing Appendix A of the Introduction, and (3) documenting additional organization-specific policies and procedures if applicable.
[bookmark: _1__19_]
[bookmark: _1__20_][bookmark: _Toc173952318]4.3.1	Addressing Yellow-Highlighted Spaces [bookmark: TextBox3]Text Box 2
Example of Yellow-Highlighted Spaces

The Radiation Safety Officer or SHEMP Manager (or another designated person) must ensure that basic radiation safety training is provided to each employee before, or at the time of, his or her enrollment in the personal monitoring program.


Yellow-highlighted spaces appear throughout the chapters. When users encounter these spaces, they must insert organization-specific information into the space. In the example presented in Text Box 2, users would be expected to indicate who (either by specific name or position title) is responsible for performing a particular task within their organization. In many instances, EPA position titles have been inserted into the spaces to indicate who might be best suited to perform the task (i.e., default assignments). If users do not modify the assignment, the default assignments will be considered acceptable. 

[bookmark: _Toc173952319]4.3.2	Customizing Appendix A of Each Chapter 

Appendix A of each chapter includes a customizable task table. Figure 2 presents a simplified example of the table as it appears in the Respiratory Protection Program chapter.

[bookmark: Figure2][bookmark: _Toc417021409]Figure 2
Simplified Example of a Customizable Task Table

	
	
	Who Is Responsible for Each Task or Action?
	

	TASKS
▼
	ROLES ►
	Removal Manager

	SHEMP Manager

	Health and Safety Program Contact
	Emergency Responders 

	Other Key Players
	Directions

1. Fill in names of people from your organization under position titles/roles in Appendix A-2 of the Introduction. 
2. Add more columns to include additional key players (if necessary).
3. Add rows to incorporate additional tasks (if necessary). 
4. Determine if any of the recommended task assignments should be re-assigned, and if so, move the check marks.
5.	Ensure that each task is assigned to a specific person in your organization. 

	
	
	See Appendix A-2 of the Introduction for the names of each person that fill these roles.
	

	Ensure that emergency responders receive respiratory protection training.
	
	
	
	
	
	

	Ensure that all activities related to proper handling, cleaning, inspection, and maintenance of respiratory protection equipment have been delegated and that all involved understand their roles.
	
	
	
	
	
	

	Ensure that SCBAs are periodically inspected by the manufacturer.
	
	
	
	
	
	



Tasks are listed in rows, position titles/roles are listed in columns, and check marks are used to assign tasks to specific people. Check marks have been inserted into the table to indicate the default assignments for each task. In many cases, multiple check marks are used to show that more than one individual bears responsibility for a particular task. EPA organizations may move the check marks to re-assign the tasks. As an example, if a region uses contractors to calibrate radiation-detection equipment, the contractor would be listed as the person responsible for that task even if the default assignment had originally been the HSPC. Most importantly, each task must be assigned to someone and all task assignments must be communicated to the responsible parties. 

Users must list the names of the people who fill the position titles/roles in the columns of the customizable task table in Appendix A-2 of this Introduction. 

[bookmark: _Toc173952320]4.3.3	Documenting Additional Policies and Procedures 

EPA organizations must document any additional policies or procedures they have implemented that exceed the minimum requirements outlined in the manual’s chapters. An appendix is provided in each chapter (except the Introduction) to document these policies and procedures. 

[bookmark: _4.4_Developing_a][bookmark: _Toc173952321]4.4	Developing a Field Guide

The HSPC (or another designated person) must develop a customized Field Guide for his or her organization. The Field Guide is a compilation of the Quick Reference Guides that appear in each chapter. A template for the Field Guide has been created and posted on the “Field Guide Template” section of the manual’s website. The organization-specific information that appears in each chapter’s Quick Reference Guide must be re-entered into the Field Guide. Once the Field Guide has been completed, the HSPC (or another designated person) must provide it to emergency responders so they can access it in the field.


[bookmark: _Toc173952322]4.5	Electronic Access to Customized Documents

Customized versions of the manual’s chapters must be posted to the “Customized Documents” section of the manual’s website or a document sharing site (e.g., SharePoint, MS Teams, OneDrive, etc.). 

The Removal Manager (or another designated person), the SHEMP Manager (or another designated person), and the HSPC (or another designated person) will be responsible for ensuring that their organization’s customized chapters and Field Guide are posted on the website and that their organization’s materials are kept current. (The customized files should be converted to PDF before being posted.) They may also post additional organization-specific information to this site, such as organization-specific policies or procedures that apply to the manual. 

[bookmark: _1__21_][bookmark: _Toc173952323]4.6	Reviewing and Updating Customized Documents

EPA organizations must review and update their customized chapters annually. In the process, they must: 

Step #1: Check the “Manual (Master Version)” section of the manual’s website to find out whether any of the manual’s chapters have been modified. (Note: The cover page of each chapter lists a version number and date of release.) If the chapters have been modified, users must re-enter organization-specific information into the new version of the chapters. If the chapters have not been modified, users may simply revisit the most recent version of their customized chapters to determine whether the organization-specific information requires updating. 
Step #2: Ensure that any changes in roles or responsibilities are communicated to all relevant EPA managers and staff. 

[bookmark: _1__22_][bookmark: _5.0_TOPICS_THAT_PERTAIN_TO_MULTIPLE][bookmark: _Toc173952324]5.0	TOPICS THAT PERTAIN TO MULTIPLE CHAPTERS

[bookmark: _1__23_][bookmark: _Toc173952325]5.1	General Roles and Responsibilities 

While each chapter presents detailed information about specific tasks that key EPA employees must perform, there are some general responsibilities that these staff must perform that apply to all of the chapters in the manual. Those responsibilities are described here. (Note: Section 5.1 is written with regional audiences in mind, so it uses position titles found within the regions.)

Removal Managers are responsible for the health and safety of all of the emergency responders who work within their section or branch. Removal Managers must support health and safety programs that the SHEMP Manager establishes, promote all components of a strong workplace health and safety program, and ensure that emergency responders are fully compliant with health and safety requirements before allowing them to work in the field. In addition, Removal Managers must authorize the use of resources to support training, equipment maintenance, and other health and safety-related purchases. They must also appoint a person to serve as the regional HSPC. Removal Managers are ultimately responsible for ensuring that all of the manual’s chapters are customized, reviewed and updated annually, and posted on the manual’s website. They must also ensure that the procedures listed in the manual are followed by their organization’s emergency responders.
 
SHEMP Managers are the primary people responsible for overall employee health and safety within each EPA region. They serve as technical experts on all health and safety-related issues, and they bear the primary responsibility for overseeing the day-to-day administration of regional health and safety programs. For example, SHEMP Managers coordinate health and safety training, oversee the administration of personal monitoring programs, and maintain health and safety records. The SHEMP Manager must also assist the Removal Manager in customizing the manual and ensuring that it is reviewed/updated annually. 

HSPCs assist Removal Managers in executing their health and safety responsibilities. HSPCs (typically OSCs with collateral duties) serve as the main point of contact on all health and safety-related issues for EPA’s emergency responders. In this role, HSPCs work with SHEMP Managers to assist emergency responders in (1) interpreting or clarifying EPA and OSHA health and safety requirements, (2) identifying and resolving critical health and safety issues at complex sites, and (3) providing consultation to OSCs on health and safety issues. The HSPC facilitates communication between the managers who administer regional health and safety programs (e.g., Removal Managers and SHEMP Managers) and the emergency responders who are subjected to those programs. HSPCs may assist in coordinating or delivering training for emergency responders and in maintaining certain health and safety records, such as employee training certificates. HSPCs may also be expected to play a role in (1) ensuring that health and safety equipment is maintained and stored properly; (2) developing health and safety protocols; (3) customizing, reviewing, and updating the manual; and (4) conducting periodic field safety audits. 

Emergency Responders must maintain a high level of preparedness, satisfy their training requirements, and participate in appropriate health and safety monitoring programs. OSCs must conduct initial site hazard evaluations, develop effective site-specific HASPs, and ensure the safety of other workers and visitors at the site. OSCs may serve as Onsite Safety Officers unless this responsibility has specifically been delegated to another person. 

[bookmark: _Toc173952326]5.2	Pre-Entry Briefings

In accordance with 29 CFR 1910.120(b)(4)(iii), pre-entry briefings (“tailgate meetings”) must be conducted in the field at the start of each shift. Discussion topics and attendance should be documented. A training roster or sign-in sheet may be used for this purpose (A pre-entry briefing template can be found in the “Forms” section of the manual’s website). Documentation should be retained in site files. 

These formal but brief meetings should be held at the start of each work shift to alert emergency responders of the hazards associated with a particular site. All personnel who may enter a site must attend the briefings, which must identify the technical work objectives for the shift and cover the most significant safety and health issues that may be encountered. At least once a week during a field activity, the pre-entry briefing must also include a review of other site-specific HASP issues, such as evacuation procedures and protocols for handling onsite injuries. The information provided during pre-entry briefings is also covered by ICS operations briefings. 

[bookmark: _1__24_][bookmark: _5.2_Tracking_Training_Requirements][bookmark: _5.2_Tracking_Training][bookmark: _Toc173952327]5.3	Tracking the Completion of Safety and Health Training Requirements 

The manual’s chapters list safety and health training requirements that emergency responders must complete before performing work in the field. Upon completing a training course, employees must obtain a training certificate (or an equivalent form of documentation) certifying that they have successfully completed the training. They must retain a copy of this documentation in their files and they must also present a copy of the documentation to the SHEMP Manager or HSPC (or another designated person), who in turn will ensure that the training is documented in the Agency’s Field Readiness Module (FRM). 

The SHEMP Manager (or another designated person) in coordination with the HSPC (or another designated person) must also:

Keep track of which emergency responders have met their training requirements. 
Contact emergency responders who have not completed necessary training to inform them that they need to do so and to alert them of the next available training session.
Alert the Removal Manager (or another designated person) if an employee has not met a training requirement so that he or she can facilitate completion of proper training and prevent employees from performing field work until they are adequately trained. 

[bookmark: _1__25_][bookmark: _5.3_Audits/Program_Evaluations][bookmark: _5.3_Program_Evaluations][bookmark: _Toc173952328]5.4	Recordkeeping

The majority of documents generated during site field activities will be retained in site files. However, EPA organizations must refer to the recordkeeping section of each chapter to determine whether other recordkeeping requirements exist for specific health and safety documents.

[bookmark: _6.0_INTERNAL_PROGRAM][bookmark: buildingafieldguide][bookmark: Sec_6_0][bookmark: _Toc173952329]6.0	INTERNAL PROGRAM REVIEWS AND FIELD AUDITS 

EPA organizations must perform an internal program review annually and conduct field audits. 

[bookmark: _1__26_][bookmark: _5.46.1_Internal_Program][bookmark: _Hlk168054611][bookmark: _Toc173952330]6.1	Internal Program Reviews 

[bookmark: _Hlk168054693]OEM conducts the Emergency Response and Removal Accountability Program to evaluate Regional and Special Team emergency response health and safety program. The health and safety components of the Accountability Program may vary each year. Information on the Accountability Program is found on the SharePoint Site at https://usepa.sharepoint.com/sites/ER&RAccountability. 

To prepare for the annual Accountability review, the SHEMP Manager (or another designated person) should collaborate with the Removal Manager (or another designated person) and the HSPC (or another designated person) to download the most current version of the criteria, use them to assess their organization’s performance, and retain a copy of the results. If program deficiencies are identified, the Removal Manager (or another designated person) and the SHEMP Manager (or another designated person) must take appropriate corrective actions to address them. The internal review should be conducted in advance of an organization’s scheduled annual accountability review, as the internal review is intended to serve as a pre-audit, preparatory activity.

[bookmark: _1__27_][bookmark: _1__28_][bookmark: _5.3.1.2_External_Evaluations_Perfor][bookmark: _1__29_][bookmark: _Toc173952331]6.2	Field Audits 

Formal health and safety audits should be performed at field sites periodically. The audits are intended to be helpful and consultative rather than punitive and are meant to promote self-awareness and self-correction regarding health and safety matters. The “Training and Tools” section of the manual’s website provides sample field review checklists that EPA organizations may use. 

The Removal Manager (or another designated person) is responsible for ensuring that field audits are performed each year on at least 10 percent of sites that involve two or more weeks of field activity. In addition, assuming resources are available, the Removal Manager (or another designated person) must strive to ensure that field-level auditing support is made available to any emergency responder who requests a health and safety audit. 

[bookmark: _1__30_]The Removal Manager (or another designated person) must arrange for field audits to be performed by the HSPC, the SHEMP Manager (or another designated person), who will do the following during the field audit: (1) review the HASP, (2) document any actual or possible deficiencies, and (3) determine whether emergency responders are taking the necessary corrective actions to address the deficiencies and protect worker health and safety. The HSPC (or another designated person) will retain a copy of the audit report, submit a copy to the site file, and forward copies to designated managers. 
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[bookmark: _Hlt143310789][bookmark: AppendixA][bookmark: _Toc416937918][bookmark: _Toc173952332][bookmark: _Toc143335535][bookmark: _Toc172201298]APPENDIX A

Introduction: Designation of Roles and
Responsibilities


A-1		Task Table for Implementing the Introduction


A-2	List of Organization Name Emergency Response Health and Safety Program Personnel
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INSTRUCTIONS FOR USERS 

Appendix A provides a place for users to insert organization-specific information. 

Appendix A-1 presents a list of general activities that must be performed to support any health and safety program, as well as tasks associated with implementing the manual, tracking health and safety training requirements, and performing program-level reviews and field audits. Tasks are listed in rows. EPA position titles (or roles) are listed in columns. Each task has been assigned to a default position. For some of the tasks, check marks have been placed in two or more columns to indicate that more than one person is responsible for that task. Please note that users can re-delegate tasks. 

Users must do the following to customize Appendix A-1:

· Fill in the background information requested at the top of page A-3. For example, indicate when the table is being updated and who is doing the updating. 
· Fill in actual names under the position titles in Appendix A-2. 
· Add additional key players to the table (if necessary). Note: The chapter authors have already provided a placeholder to add a new position, as the last column is labeled “Other.” Users should customize this column to identify the position title (and name) of any additional key player assigned responsibility to implement the manual. Users can insert more columns to include additional key players (if necessary). 
· Determine whether any of the recommended task assignments must be delegated to another person. If so, move the check marks to re-assign the task. 
· Ensure that each task has been assigned. 
[bookmark: _1__31_]
	ATTENTION OLEM Special Teams and HQ Users: The tasks and position titles that appear in Appendix A-1 have been written with regional audiences in mind. OLEM special teams and HQ should modify the language that appears in the rows and the column headers to reflect the needs of their organization. 




[bookmark: TableA1][bookmark: Append_A1][bookmark: _Toc173952333]APPENDIX A-1
Task Table for Implementing the Introduction

This table has been customized for EPA Organization.
Last updated on: Month   Day, Year .
Updated by:                                                   .

	TASKS
▼
	                                            
	Who Is Responsible for Each Task or Action?

	
	ROLES ►
	Removal Manager
	SHEMP Manager
	Health and Safety Program Contact
	Emergency Responders
	Other

	
	
	See Appendix A-2 for the names of personnel that fill these roles. 

	General Tasks

	1. Ensure that the procedures outlined in EPA’s Emergency Responder Health and Safety Manual are being followed by all responsible parties. Also, support any health and safety programs that the SHEMP Manager (or another designated person) establishes.
	
	
	
	
	

	2. Authorize the use of resources to support health and safety training, equipment maintenance, and other activities related to your organization’s health and safety program.
	
	
	
	
	

	3. Ensure that emergency responders have fulfilled all of their health and safety requirements before allowing them to perform work in the field. 
	
	
	
	
	

	4. Appoint a regional HSPC.
	
	
	
	
	

	5. Serve as your organization’s technical expert and point of contact on all health and safety issues for emergency responders.
	
	
	
	
	

	6. Assume primary responsibility for overseeing the day-to-day administration of your organization’s health and safety programs. 
	
	
	
	
	

	7. Make training available to emergency responders on how to use EPA’s Emergency Responder Health and Safety Manual (see Section 4.2).
	
	
	
	
	

	8. Assist emergency responders in (1) interpreting or clarifying OSHA health and safety standards and EPA policy and guidelines, (2) identifying and resolving critical health and safety issues at complex sites, and (3) providing consultation to OSCs on health and safety issues.
	
	
	
	
	

	9. Ensure that health and safety equipment is maintained and stored properly.
	
	
	
	
	

	10. Assist in developing organization-specific health and safety protocols and ensure that they meet the minimum requirements stated in EPA’s Emergency Responder Health and Safety Manual. 
	
	
	
	
	

	11. Perform initial site hazard evaluations and develop site-specific HASPs.
	
	
	
	
	

	12. Assume responsibility for worker health and safety concerns at response sites. 
	
	
	
	
	

	13. Ensure that (1) pre-entry briefings are held at the start of each shift, (2) all onsite personnel attend, (3) discussion topics and attendance are documented, and (4) documentation is retained in site files.
	
	
	
	
	

	Tasks Associated With Implementing EPA’s Emergency Responder Health and Safety Manual

	14. Ensure that the manual’s chapters are customized with organization-specific information and that all relevant stakeholders receive customized versions of each chapter. 
	
	
	
	
	

	15. Ensure that your organization’s customized chapters are posted (as PDFs) to the “Customized Documents” section of the manual’s website or document sharing site (e.g., SharePoint, MS Teams, OneDrive, etc.) 
	
	
	
	
	

	16. Develop a Field Guide for the manual. Ensure that the Field Guide is provided to all emergency responders and that it remains current. 
	
	
	
	
	

	17. Review and update your organization’s chapters annually:
· Check the “Manual (Master Version)” section of the manual’s website to find out whether any of the manual’s chapters have been modified. If so, re-enter organization-specific information into the new versions of the chapters. If not, revisit the most recent version of your organization’s customized chapters to determine whether the organization-specific information requires updating.
· Ensure that any substantive changes are communicated to all relevant EPA managers and staff.
	
	
	
	
	

	18. Participate in the Tier 1 Group and collect feedback from emergency responders on the manual’s content and functionality. If necessary, propose changes to the manual. 
	
	
	
	
	

	Tasks Associated With Tracking Training Requirements (Section 5.3)

	19. Retain copies of documents that certify the completion of safety and health training requirements. 
	
	
	
	
	

	20. Ensure that training requirements are tracked in the FRM and that the Removal Manager or supervisor is aware of which employees have/have not completed their training requirements. Contact emergency responders who have not completed the necessary training to inform them that they need to do so and alert them of the next available training session. 
	
	
	
	
	

	Tasks Associated With Internal Program Reviews and Field Audits (Section 6.0)

	21. On an annual basis, download the Accountability Program criteria (available at https://usepa.sharepoint.com/sites/ER&RAccountability) that the Agency uses to assess how well EPA organizations are implementing emergency responder safety and health programs. Use the criteria to assess performance, retain a copy of the results, and correct any deficiencies that are identified. (Note: This internal review should be conducted in advance of your organization’s scheduled annual Core NAR audit, as the internal review is intended to serve as a pre-audit, preparatory activity.)
	
	
	
	
	

	22. Ensure that your organization is meeting its obligation to perform field audits each year on at least 10 percent of sites that involve two or more weeks of field activity. In addition, if resources are available, ensure that field-level auditing support is made available to emergency responders who request health and safety evaluations at their site.
	
	
	
	
	

	23. Perform field audits (including a HASP review) to ensure that health and safety issues are being adequately addressed. Retain copies of audit reports, submit copies to the site file, and forward copies to designated managers. 
	
	
	
	
	

	24. Correct any deficiencies identified during field audits. 
	
	
	
	
	



[bookmark: _Hlt143340715][bookmark: _1_2][bookmark: _APPENDIX_B:__Quick_Reference_Guide_]
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[bookmark: Append_A2][bookmark: _Toc173952334]APPENDIX A-2
List of Organization Name Emergency Responder Health and Safety Personnel

	Health and Safety Program Management Personnel

	Removal Manager:
	

	Immediate Supervisors:
	

	Safety, Health and Environmental Management Program Manager (SHEMP):
	

	Health and Safety Program Contact (HPSC):
	

	Training Data Managers:
	

	Training Coordinators:
	

	Physicians:
	

	Equipment Warehouse Managers:
	

	Vehicle Manager:
	

	Radiation Safety Officer (RSO):
	

	Workers Compensation Coordinators:
	

	Other:
	

	Emergency Responders

	1.
	
	26.
	

	2.
	
	27.
	

	3.
	
	28.
	

	4.
	
	30.
	

	5.
	
	31.
	

	6.
	
	32.
	

	7.
	
	33.
	

	8.
	
	34.
	

	9.
	
	35.
	

	10.
	
	36.
	

	11.
	
	37.
	

	12.
	
	38.
	

	13.
	
	39
	

	14.
	
	40.
	

	15.
	
	41.
	

	16.
	
	42.
	

	17.
	
	43.
	

	18.
	
	44.
	

	19.
	
	45.
	

	20.
	
	46.
	

	21.
	
	47.
	

	22.
	
	48.
	

	23.
	
	49.
	

	24.
	
	50.
	

	25.
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Chapter

Using construction as an 

analogy, the site-specific HASP 

represents the second floor of 

a house and the following 

holds it up:

•

A solid foundation of 

multiple bricks, which 

represent the manual’s 

chapters, each of which 

addresses a specific health 

and safety topic, such as 

radiation safety or 

respiratory protection. 

•

A solid first floor that 

represents the Site-Specific

HASP Development chapter, 

which identifies elements 

that must be included in a 

HASP. 

Note: Only six of the manual’s chapters are depicted in the 

schematic figure above; this is not a comprehensive list.
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Site-Specific HASP Development  Chapter 

Using construction as an analogy, the site-specific HASP represents the second floor of a house and the following holds it up:

A solid foundation of multiple bricks, which represent the manual’s chapters, each of which addresses a specific health and safety topic, such as radiation safety or respiratory protection. 

A solid first floor that represents the Site-Specific HASP Development chapter, which identifies elements that must be included in a HASP. 







Note: Only six of the manual’s chapters are depicted in the schematic figure above; this is not a comprehensive list.





1

As I just said, one of the manual’s main goals is to provide the tools that are needed to develop sound site-specific HASPs. I’m going to use housing construction as an analogy to describe how the different pieces of the manual fit together. 



When building a house, you first need to build a solid foundation made of bricks. In our analogy, the bricks represent chapters that discuss specific health and safety programs, such as the Agency’s Radiation Safety Program, the Medical Surveillance Program, the Respiratory Protection Program, the Bloodborne Pathogen Program, etc. 



We have made significant progress laying down the foundation (or the “bricks”) of the manual. 



Once the foundation is built, we’ll complete the first floor of the house, which in our analogy is a guidance chapter that describes how to write a HASP. 



The foundation and the first floor will provide the support that is needed to hold up the second floor, which in our analogy represents site-specific HASPs. 
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