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Assistant Safety Officer Job Aid

July 2009
Questions or comments about this Job Aid?

Please contact Roberta Runge at runge.roberta@epa.gov
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Environmental Protection Agency

Incident Command System

Assistant Safety Officer Job Aid
User 
This Job Aid is designed for the assigned Assistant Safety Officer (ASO) when the Incident Command System (ICS) is used.  
When to Use
An ASO can use this Job Aid for any incident or planned event.  This Job Aid is suited for incidents where ICS is being used, but many of the principles and actions listed here can also be used for other business activities where ICS is not used. 
Scope

This Job Aid focuses on the role of the ASO in executing duties under ICS.  It outlines how the ASO works within ICS to ensure the safety of responders and the public.  It is designed to be used in conjunction with EPA’s Incident Management Handbook (IMH).  It assumes that the ASO has a thorough knowledge of ICS and the user has fundamental skills in hazard assessment and risk analysis.  

Key Responsibilities and Products
Acting under the direction of the SO, the primary responsibilities of the ASO may be to:

· Ensure that responders and the public are properly safeguarded from the hazards associated with the incident response.
· Supervise and execute all safety functions in support of the incident, including, but not limited to:

· Completing, enforcing, and continually updating the 1910.120-compliant Health and Safety Plan (HASP) and other pertinent safety plans.

· Evaluating all operations to ensure the effectiveness of safety controls. Evaluating may include monitoring the air for toxic vapors, heat and cold, fatigue, radiation, and other conditions that affect the safety of responders.
· Conducting field audits of individual operations (See Appendix A).
· Exercising emergency authority to stop unsafe actions.
· Investigating accidents and near misses that have occurred to determine root cause and implement corrective actions or procedures.
· Working closely with the Operations Section Chief (OPS) to develop and implement the Incident Action Plan (IAP) Safety Analysis (ICS Form 215A-EPA) for the incident. 
· Providing safety messages, reviewing the Medical Plan, and developing safety Special Instructions for the Assignment List (ICS Form 204-EPA).
· Assuring communications plan protocols are robust enough (i.e. multiple forms of communication, continuous improvement to communications plans as the incident progresses, etc.) to allow timely reporting and response to emergencies.
· Ensuring all safety activities are documented on the Unit Log (ICS Form 214-EPA).
· Developing and maintaining a safety bulletin board.
· Presenting a safety briefing at Operations meetings and maintaining a high level of communication with all responders regarding safety.
· Providing orientation for incoming personnel.
· Evaluating site specific training needs and requirements.

· Participate in meetings as directed by the SO.
Materials
ASO Response Kit
It is vital that the ASO be prepared to respond to an incident.  The checklist below provides some ideas for preparing an ASO response kit.
Personal Items

· Work clothes and non-perishable food.

· Outdoor equipment (e.g., sunscreen, bug spray; sun glasses; warm, cold and foul weather gear; hardhat; safety goggles; safety shoes; life jacket; flashlight; all-weather radio; binoculars).

· Personal protective equipment (PPE) appropriate to the incident.

· Notebooks, pens, and pencils for documentation.

Safety References

· EPA IMH (epaosc.net/NIMSIntegrationTeam)

· ASO Job Aid and enclosures.

· The National Institute of Occupational Safety and Health (NIOSH) Pocket Guide to Chemical Hazards.
· North American Emergency Response Guidebook.
· Bookmark MSDS Websites (http://naraxp.nar.epa.gov/html/safety/msds.html, http://www.ilpi.com/MSDS/, http://www.osha.gov/web/dep/chemicaldata/default.asp)
Support Equipment.

· Computer laptop pre-loaded with EPA ICS forms.

· Portable printer.

· DC/AC power inverter.

· Cellular phone or pager.

· Thermal Luminescent Dosimeter (TLD) Badge.

· Personal weather station.

· Air card for internet service.

The key ICS forms the ASO will need are (epaosc.net/ICS_FORMS):

· ICS Form 214-EPA

· ICS Form 215A-EPA
· Site Safety and Control Plan (ICS Form 208-EPA)
· General Message (ICS Form 213-EPA)
· IAP, specifically, the following forms:

· ICS Form 204-EPA

· Incident Objectives (ICS Form 202-EPA)
· Incident Radio Communications Plan (ICS Form 205-EPA)
· Medical Plan (ICS Form 206-EPA)
· ICS Form 213RR-EPA (See Appendix B for a sample ICS Form 213RR-EPA)
Checklists for General Tasks

The ASO and the ICS Planning Process
Notification Phase

The ASO may or may not be immediately notified of an incident.  If the ASO is notified early on and is activated for the incident, he/she must work with the SO to determine what pre-deployment actions are to be taken.
	[image: image7.png]Preparing for
the Planning
Meeting

Tactics
Meeting

Preparing
for the Tactics
Meeting

Command &
General Staff
Meeting

IC/UC
Develop/Update
Objectives
Meeting

Execute Plan
& Assess
Progress

Incident Brief
ICS-201-EPA
Form

Initial Response
and Assessment

Notifications

Incident/Event

Planning
Meeting

IAP Prep &
Approval

Operations
Briefing

New Ops
Period Begins




STEP
	ACTION
	(

	1.
	Obtain information on the incident and begin a pre-deployment operations safety analysis.
	· 

	2.
	If chemicals are involved, obtain Material Safety Data Sheet (MSDS) and any other pertinent information (i.e., Shipping Papers, Cargo Manifests, Railroad Consists, etc.)
	· 

	3.
	Determine injuries, fatalities, and real/probable threats to responders.
	· 

	4.
	Identify hazard, exclusion, and safety zones; areas of safe refuge; and evacuation zones either by Geographic Information System (GIS) if possible, or as indicated by first responders.
	· 


Initial Response and Assessment
It is possible that an ASO will be deployed to assist with the initial response and assessment.  It is also possible that the SO will task the ASO with the following (Steps A and/or B):
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STEP
	A: Conduct on-scene Operations Safety Analysis 
	(

	1.
	Verify what happened.
	· 

	2.
	Verify that all response personnel on scene are accounted for.
	· 

	3.
	Confirm injuries, fatalities, and threats to the public.
	· 

	4.
	Confirm threats to responders.
	· 

	5.
	Confirm exclusion, safety, and hazard zones; evacuation areas; and places of safe refuge.
	· 

	6.
	Inspect the scene and identify its specific site hazards.
	· 

	7.
	Evaluate probability and consequences of hazards.
	· 

	8.
	Review engineering, administrative, and PPE controls for appropriateness.
	· 

	


	STEP
	B. Develop a Health and Safety Plan
	(

	1.
	List controls and practices developed in Step A.
	· 
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2.
	List and sketch hazard zones, restricted areas, evacuation zones, and places of safe refuge.
	· 

	3.
	Identify procedures for emergencies occurring within the incident (e.g., injury, accident).
	· 

	4.
	Identify security measures.
	· 

	5.
	Identify emergency alarms and hand signals.
	· 

	6.
	Ensure emergency medical response procedures and contacts are identified
	· 

	7.
	Consider using ICS Form 208 or other predetermined emergency response HASP.
	· 

	8.
	Ensure that all operations personnel are briefed on the HASP prior to commencing operations.
	· 


Incident Briefing (ICS Form 201-EPA)
An ICS Form 201-EPA briefing is conducted to inform new ICS personnel or new Incident Management Teams (IMTs) of response activities since the incident started.  It also serves as a transition briefing from one IMT to a new IMT.  Attendance of this meeting is normally a responsibility of the SO. If directed to attend the incident brief by the SO, the following actions will be required.
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STEP
	ACTION
	(

	1.
	Obtain copy of ICS Form 201-EPA, if possible.
	· 

	2.
	ICS Form 201-EPA briefing should parallel the main topics of the form.  The ASO's responsibility is to listen closely for safety issues and actions being taken to address them.

Briefing Topics:

· Initial Actions

· Initial Objectives

· Current Actions

· Planned Actions

· Potential of Incident

· Current Organization

· Resource Summary
	· 

	3.
	Initial Actions:  Listen for actions taken.  Write down likely hazards encountered.  Record any controls implemented to address hazards.
	· 

	4.
	Initial Objectives:  Identify any safety objectives. If none are mentioned, begin to formulate one.
	· 

	5.
	Current Actions:  Listen for actions taken.  Write down likely hazards encountered.  Record any controls implemented to address hazards.
	· 

	6.
	Planned Actions:  Listen for planned actions.  Write down likely hazards encountered.  Begin to develop a list of controls to address hazards.
	· 

	7.
	Potential of Incident:  Use this information to begin planning the size of your Safety Organization.
	· 

	8.
	Current Organization:  Identify the presence of a SO or ASOs.  Review the organization chart and identify locations for field assistants and SO support.
	· 

	9.
	Resource Summary:  Review the list of resources.  Identify additional hazards and risks posed by resources on-scene and those en route.  Identify the SO/ASO(s) on-scene and en route. Begin formulating a list of controls to address hazards and additional resources required.
	· 


Initial Unified Command (UC) Meeting
This meeting is for assembling the UC, identifying jurisdictional roles and limitations, setting incident priorities, and building the response organization. The Planning Section Chief (PSC) facilitates this meeting if available.  The SO and/or ASO do not typically attend this meeting.  
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IC/UC Objectives Meeting
The UC creates, reviews, and prioritizes incident objectives.  For reoccurring meetings, objectives are reviewed and revised as needed.  The PSC facilitates this meeting.  The ASO may be invited to attend at the direction of the SO.
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STEP
	ACTION
	(

	1.
	Review the safety implications (fatigue) when the Operational Period is discussed.
	· 

	2.
	When objectives are discussed, ensure that there is an objective that addresses safety.*
	· 

	3.
	When the objectives are prioritized, strongly urge the Incident Commander (IC)/UC to make the safety objective the top objective.
	· 

	4.
	Confirm threats to responders.
	· 

	5.
	Confirm exclusion, safety, and hazard zones; evacuation areas; and places of safe refuge.
	· 

	6.
	Inspect the scene and identify its specific site hazards.
	· 

	7.
	Evaluate probability and consequences of hazards.
	· 

	8.
	Review engineering, administrative, and PPE controls for appropriateness.
	· 


*Note on safety objectives:
1. The safety objective must be written to steer the operation toward addressing safety priorities without describing what specific resources and actions are needed.  Always keep the end user, the responders, and the public in mind!
2. Safety objectives must be within the capabilities of the SO and his or her staff.  If not, more safety resources must be ordered.    

3. One general safety objective for an incident can be:

"Anticipate and identify incident hazards, evaluate risks, and develop controls to safeguard responders and the public."

Command and General Staff Meeting
The UC presents decisions, priorities and objectives to the Command and General Staff.  The PSC facilitates this meeting.  The SO must attend, or at a minimum direct his/her ASO to attend.
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STEP
	Action
	(

	1. 
	When objectives are discussed, ensure that there is an objective that addresses safety.
	· 

	2. 
	When the priorities of the objectives are discussed and safety is not at the top, strongly urge the IC/UC to make the Safety Objective their top objective.
	· 

	3. 
	Provide a Safety Status Briefing when called upon.*
	· 

	
	a. Report on overall Safety Status of Incident

1)  Number of injuries and/or near misses

2)  Actions being taken to prevent injury or near miss reoccurrence.
	· 

	
	b. Report critical hazards and any precautions or measures being taken to address them.
	· 

	
	c. Report the status of any tasking assigned by the IC/UC.
	· 

	
	d. Notify the IC/UC of any actions needed to help accomplish SO functions.  If necessary, request some time after this meeting to discuss actions required in greater detail.
	· 


*Note on Safety Status Briefing:
The Command and General Staff meeting is designed to be brief.  The ASO should keep his/her status report as short as possible.  His/her audience is the UC, who is occupied with all aspects of the incident and is really only interested in the "big picture."  The ASOs briefing should be an overview of the status of safety for the entire incident.  Consult with the OPS and PSC prior to the meeting when significant safety issues arise.  Under no circumstances should severe safety issues or infractions be broached at the Command and General Staff meeting without first working with the OPS and PSC to develop a resolution.
Preparing for the Tactics Meeting and the Tactics Meeting
The IMT begins formulating the IAP.  During this time, the ASO may be conducting a risk/hazard analysis upon direction of the SO on the tactics chosen by the OPS and developing controls to safeguard the public and responders.  
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STEP
	Action
	(

	1.
	If additional ASOs are needed and have previously been assigned, obtain briefings from ASOs in the field and ensure that the SO has the latest safety intelligence.
	· 

	2.
	Accompany the PSC and OPS to the meeting location and work with the section chiefs to prepare for the Tactics Meeting.
	· 

	3.
	Working closely with the OPS, develop ICS Form 215A-EPA for the next operational period.
	· 

	4.
	Based on the hazards and risks identified, develop a list of controls to safeguard responders and the public.
	· 

	5.
	During the Tactics Meeting, continue with steps 3 and 4.  Identify additional ASOs and other resources needed to safeguard the responders executing the OPS's tactics.
	· 
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6.
	While the ICS Form 215A-EPA is being completed, make notes on safety gear needed.  If a work assignment requires specialized safety gear (e.g., hazmat suits), communicate this to the OPS and Logistics Section Chief (LSC).  Cover details after the Tactics Meeting.
	· 

	7.
	Provide input on locations for safety equipment and stations such as personnel decontamination, fire extinguishers, eye wash stations, and first aid stations.
	· 


Preparing for the Planning Meeting
The IMT prepares for the Planning Meeting, where the PSC will seek verbal approval to complete the IAP.  The ASO may be directed by the SO to assist with any or all of the following actions.

	STEP
	Action
	(

	1.
	Obtain briefings from additional ASOs in the field and ensure that the SO has the latest safety intelligence going into the Planning Meeting.
	· 

	2.
	Meet with Logistics Section personnel to ensure that proper safety equipment is being ordered for responders.
	· 

	3.
	Begin drafting the safety message (pertinent to safety hazards for the current operations and conditions). 
	· 

	4.
	Present issues that could not be resolved before, during, or after the Tactics Meeting to the IC/UC with recommendations. 
	· 

	5.
	If time allows, prepare a Safety Poster that focuses on top hazards.  Make the Safety Poster visually appealing to help communicate the strongest safety message to responders. 
	· 


Resolving Issues Prior to the Planning Meeting:
The purpose of the Planning Meeting is to receive verbal approval from the IC/UC to proceed with the IAP.  It is important for SOs or ASOs and other members of the Command and General Staff to demonstrate unity during this meeting.  This means that any significant differences between the SO and the other members of the Command and General Staff should be resolved prior to this meeting.  Issues that cannot be resolved before, during, or after the Tactics Meeting should be presented to the IC/UC for resolution before the Planning Meeting.  

The Planning Meeting
This meeting provides an overview of the tactical plan to achieve the UC's direction, priorities, and objectives.  The ASO if directed by the SO provides a summary safety briefing for the IC/UC.

	STEP
	Action
	(

	1.
	Indicate support for the IAP when called upon by the PSC.  Any disagreements with the plan should have been worked out prior to the meeting.
	· 

	2.
	Provide a briefing when called upon, this may include using the ICS Form 215A-EPA or may be as simple as providing a summary of the safety message to be included in the next IAP. 
	· 


IAP Preparation and Approval
The IAP is prepared, submitted to the IC/UC, and approved.  The ASO may be directed by the SO to assist with any or all of the following actions.  
	STEP
	Actions
	(

	1.
	Complete the overall incident "Safety Objective” and add to ICS Form 202-EPA.
	· 

	2.
	Ensure that the "General Safety Message" is included in the IAP. (See Appendix C).
	· 

	3.
	Ensure that the SO organization is reflected in the Organization Assignment List (ICS Form 203-EPA).  
	· 

	4.
	In section 8 of ICS Form 204-EPA, work with the RESL to add special safety instructions specific to the unit's work assignment.  Use information from ICS Form 215A-EPA.  
	· 

	5.
	Review ICS Form 206-EPA.  Ensure that emergency medical care and/or hospitals identified in the Medical Plan are able to treat exposed victims, regardless of exposure type (chemical, biological, radiological, etc.). 
	· 

	6.
	Review ICS Form 205-EPA to ensure that there is a clear communications link to all field units and their supervisors.  Contact additional field ASOs to determine effectiveness of the Incident Radio Communications Plan.
	· 


Operations Briefing
This 30-minute or less briefing presents the IAP to the OPS's Division and Group Supervisors.  The ASO may be directed by the SO to assist with any or all of the following actions.   
	STEP
	Action
	(

	1.
	Have additional ASOs in the field provide an update prior to the Operations Briefing.  
	· 

	2.
	If time allows, employ a visual aid that focuses on top hazards.  
	· 

	3.
	Provide a Safety Status Briefing when called upon*:
	· 

	
	a. Report on critical hazards and any precautions or measures being taken to address them.
	· 

	
	b. Report critical hazards and any precautions or measures being taken to address them.
	· 




*Note on Safety Status Briefing:
The SO/ASO should use the Operations Briefing to discuss items that are important to the troops in general (e.g., base camp safety, personal hygiene, seat belt usage, accountability, hydration, sanitation, getting proper rest).  It is also okay to state where the safety message is in the IAP, or that specific safety information is located on ICS Form 204-EPA, but this is the time to present information about all of the “basic safety” related items that are not captured in the IAP. 
Execute Plan and Assess Progress
During this phase, the SO and all of the ASOs are monitoring operations closely to ensure that the HASP and safety considerations in the IAP are implemented. Appendix A offers guidance for ASOs conducting field audits.
	STEP
	Action
	(

	1.
	Provides continual updates to the SO from the field.
	· 

	2.
	ASOs can best conduct hazard assessments through personal observations and dialogue with Operations personnel. 
	· 

	3.
	Maintain open communication with members of the IMT.
	· 

	5.
	Provide briefings to the SO from the field prior to the IC/UC Objectives Meeting.
	· 

	     6.
	Provide immediate feedback to Operations personnel for each on-scene safety visit.
	· 


The Health and Safety Plan:
The HASP should be site specific and updated to reflect the dynamic nature of emergency incidents.  Any new tasks should have a Task Hazard Analysis associated with it. ASOs in the field should work closely with the site manager to conduct in-field operational hazard assessment to anticipate, identify and control incident hazards. The information gathered by the ASO should be directly communicated to the site manager prior to leaving the site, as well as to the SO via ICS Form 214-EPA.
Appendix A: ASO Field Audit Guidance

When conducting field audits of specific field operations, assess the following as appropriate:

· Proper use of PPE per task

· Properly posted signage

· Means of egress, hazmat information, fire extinguisher, eye wash station, first aid kit, contingency plan

· Proper use of the buddy system

· Proper housekeeping

· Aisle space between drums/vessels, sanitation, delineated eating, drinking, smoking areas

· Proper heavy equipment operations

· Proper waste storage

· Incompatibles, leakers, unknowns, secondary containment, compressed gas cylinders

· Proper loading and unloading procedures

· Fire/explosion control measures in place

· Air monitoring/sampling procedures

· Calibration

· Dangers of local flora/fauna

· Immediately Dangerous to Life or Health Concentrations (IDLH) 

· Emergency Response procedures 

· Public safety considerations

· Security, air monitoring

· Traffic issues

· Local speed limit, traffic plan, high visibility vests

· HASP review

· Hospital directions/map

· On-site MSDSs

· Training requirements met for on-site individuals

· First aid kit contents

· Physical hazards

· Hot/cold, radiation (sun, UV, welding), noise/vibration

· Special situations

· Weapons of mass destruction (WMD), radiation, ammunition, biological

MEET WITH THE SITE MANAGER TO DISCUSS ALL FINDINGS PRIOR TO DEPARTING THE SITE

Appendix B: Sample ICS Form 213RR-EPA

[image: image2.emf]1. Incident Name:  Purpose:  ICS Form 213RR - EPA  is used by all incident personnel to request tactical and non - tactical resources (s upplies, equipment , personnel and services). Instructions on back page.       Resource Request Message   ICS Form 213RR - EPA   2. Date/Time Prepared  A.  Logistics Resource Request Number (assigned by L ogistics Section ):  (Pre - printed # here)   3 . ORDER      Note:  One 213RR per funding source       3 a. Funding Source (if known):   FEMA MA# ______ ____ ____ _      CERCLA        OPA       Other _______________        3 b. TO  #  or TDD _______________   3 f. Requested Reporting   3 c.  Qty  3 d.  Unit  3 e. Detailed description of resource requested (supplies, equipment,  personnel, services) and, if applicable,  staple attachments for   purp ose/use, diagrams, and other info rmation . (Ops indicate if request  is TACTICAL)  Location:  Date/   Time:  3 g.  ( RESL )   Tactical?    Y/N   3 h. LSC/FSC  3 i.  PC  PO   Vendor  or  Agency :       Vendor or  PO  #:    ETA :                      Cost:         Vendor  or  Agency :          Vendor or  PO  #:           ETA:                      Cost:         Vendor  or  Agency :          Vendor or  PO #:           ETA:                        Cost:          5. Requester    5 a.  Requester  Position and Signature:  (Print Name)                                                                        5b.  Contact  Method/ Number (s) :    Reques ter  4 . Sug gested source(s) of supply  if known also Point - of - Contact  phone number and  suitable substitutes ,  if known   :           ___CHECK IF THIS REQUEST WAS PLACED WITH START/ERRS  6 . Section Chief/Command Staff Approval:                                                              Date/Time:   7 . LSC Notes:    8 . Logistics Section Signature:                                                                                                                                               Date/Time:   9. SPUL, Property Management Officer or Property Accountable Officer/Designee Signature :                                                                           Date/Time:     Was property available from excess? ( Check EMP  E quipment , IFMS and/or GSA)     Yes, reassign resources to incident.          No, th e n submit ICS Form 213 RR - EPA to EOC or FSC for  processing.             Logistics        1 0 . Order placed by (check box):          SPUL                PROC           OTHER ____________________ DATE ORDER WAS PLACED__________ __DATE RECEIVED___________   11 . Reply/Comments from Finance:    Finance  12 . Finance Section Signature:                                                                                                                                              Date/Time:   13 .  RESL  -  Note availability of each resource request:   Planning  14 . RESL Review/Signature:                                                                                                                                                  Date/Time:   F ull instructions  and routing information  on back page.  Requester  fills  all white areas, as well as block 4,  if suggest ed  source  is known. Requester  obtain s  appropriate Section Chief or C ommand  Staff approval in block 6 .  Requester submits to Logistics and k eeps Copy 6 (bottom GREEN copy).  ( Revised  6 /2009)  


Note: Instructions on how to fill out ICS Form 213RR-EPA can be found on the back of the form.
Appendix C: The Safety Message
The Safety Message is a one page sheet, usually colored in a bright red or yellow that emphasizes the top safety priorities and safeguards for the incident.  It is an optional form, used primarily to provide additional emphasis on a serious safety issue.  The message should be short and in bullet form for easy reading.  This message contains the most important safety information to communicate to Operations and appropriate personnel.  An example is provided below.  *Include SO and ASO names and phone numbers along the bottom of this message for a quick and easy reference for the response.  


SANGRIA RIVER OIL SPILL
9/16/2000   1900 to 0700

TAKE 

"A I M"

Anticipate, Identify, Mitigate

All Hazards

· Minimum staffing tonight.  Use buddy system.  Watch out for each other.
· Stay clear of high crime areas.  Report all suspicious activities.

· Recovery operations suspended for the night due to thunderstorms in the area.

· Thunderstorms forecasted, all recovery operations must be suspended when thunder or lightening is present.

· Ensure that containment and collection areas are well lighted to prevent slips, trips and falls.  

Know the Communications Plan and who you need to contact in the event of an emergency.
For Hazardous Substances Responses, a Health and Safety Plan is required by law: 


29 CFR 1910.120(b)(1)(c)








SAFETY MESSAGE










