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TABLE 7-2

CHECKLIST FOR ESTABLISHING THE RECOVERY FIELD OFFICE (RFO) SAFETY AND OCCUPATIONAL HEALTH (SOH) PROGRAM

1) ⁭  Accessing EP 500-1-10 in EngLINK.
2) ⁭  Integration with on-scene Chain of Command 
3) ⁭  Initial deployment 
a) ⁭  Determine extent of mission
b) ⁭  Establish staffing needs
4) ⁭  Establishing SOH program
a) ⁭  Basic Orientation
b) ⁭  Mission specific training
c) ⁭  Establish upward reporting
d) ⁭  Generating taskers in EngLINK
e) ⁭  Position Hazard Analyses
f) ⁭  Establish safety library
5) ⁭  Waivers and Variances
6) ⁭  Tools
a) ⁭  Driving policy memorandum
b) ⁭ Checklists and AHAs
RECOVERY FIELD OFFICE (RFO) SAFETY AND OCCUPATIONAL HEALTH (SOH) MANAGER GUIDE
ESTABLISHING AN RFO SOH PROGRAM

Reference EP 500-1-10, Chapter 7

1) Accessing EP 500-1-10 in EngLINK
a) Log-into EngLINK.  https://www.englink.usace.army.mil.  You will need your USACE identifier (unique 8 digit code for each employee, example g2so9dls) and Oracle password.
b) Click on TEAMS in the Blue header
c) Hover the cursor over FUNCTIONAL PRT

d) Hover the cursor over TEAMS

e) Click on SOH

f) Click on SAFETY EP 500-1-10

g) Click on TABLE OF CONTENTS and print so that you can use the table as a reference for locating items in the EP.  Pull up any appendix you may want to review and revise it as needed.  It can also be saved to your computer by clicking on FILE in the top left corner and then SAVE AS to your hard drive, and print for use.  Save revised Appendices in the same folder.  This will be important for your transition with your replacement.
2) Integration with on-scene Chain of Command  
a) Set up to run as a mini-District
(1) Commander

(2) Deputy Cdr

(3) Support Staff (LM/IM/ENGLink/Audit/RM/etc.)

(4) Mission managers (equivalent to Division Chiefs at a District)
(5) Area Engineers (equivalent to Area or Project Office at a District)
(6) Other Federal on-scene at the Joint Field Office (JFO) FEMA Safety Manager and OSHA Area Director
(7) Contractors on-site safety and health professionals
b) Reach-back integration such as safety technical support, National Program Manager for SOH for Emergency Planning and Response, UXO, Worker’s Compensation, medical surveillance, Industrial Hygiene, HTRW, Sawyers (trees), etc.
c) Manage expectations for peers, supervisors, and subordinates.  Don’t over-promise.  Do disclose issues that may prevent supporting or accomplishing the mission.

d) Obtain a list of phone numbers and names of key personnel.  

(1) In addition, develop a safety contact roster and ensure that list is kept current, and distributed to all on-site SOH personnel to include National Program Manager for SOH for Emergency Planning and Response.

(2) Recommend cell phones be handed off to each replacement SOH professional so that phone numbers for each RFO/EFO stay the same.

(3) Log phone calls both attempted and successful, meetings attended and actions taken.  This will result in better lessons learned, better contact information, better after action reports, and serve as a key briefing resource.
2) Initial deployment 
a) Determine extent of mission

(1) What are the current USACE response missions.  What has FEMA assigned to the Corps, e.g. ice/water/power?  

(2) What missions are we likely to receive, e.g. upcoming FEMA recovery missions such as debris removal, demolition, temporary roofing, temporary housing, structural assessments, or critical infrastructure support?  

b) Establish staffing needs.  Reference Table 7-1 for minimum staffing.  How many Emergency Field Offices (EFO) will be established and where?  As a minimum, staff one SOH professional for each EFO.  

(1) Depending on the mission, you may also need to place a fulltime Industrial Hygienist at the RFO and or an EFO.

(2) Also strongly consider having a full-time nurse in the RFO.  Having a nurse at the RFO will be critical in ensuring the health and well-being of on-site personnel. There may or may not be a nurse located at the Reception, Staging, and Onward Integration (RSOI), whose support is primarily ensuring deployees medical and immunization requirements are current prior to moving to the RFO/EFO.  Reference Appendix 7-X-3-1 for specific job duties for placement of a nurse in the RFO.
(3) As the mission evolves, start pushing for an administrative person.  This person will run the stats., reports, accident tracking and processing, etc..  In addition, this person will become the continuity and institutional knowledge for the SOH program.
3) Establishing SOH program
a) Basic Orientation.  Utilize 7-A-1 for initial orientation for all in-processing personnel.  Review 7-A-1 and change as appropriate.  
b) Mission Specific Training.
(1) Coordination will need to be made as to what training will be performed and where it is the most practical to accomplish e.g. RSOI, RFO, or EFO.  
(2) What level of training for deployees is needed – based on missions (also contractors).  In general, most field QAs will have minimal safety training and turn-over is high.
(3) In order to determine what safety training is required, first review what missions the Corps has been assigned, 
(4) Use the training tools in Appendix 7-A.  Mission specific training will be coordinated by the RFO and as the mission evolves, the EFOs will take the lead in conducting the mission specific training, i.e. debris, chain saws, flagger/traffic, etc. 
(5) List of training for major missions – see paragraph 7 for list.
c) Establish upward reporting (Appendix 7-B). 
(1) Sitreps will be completed daily and provided to the RFO Commander with a copy sent to USACE National Program Manager for SOH Emergency Response.  Sample Sitreps are found in Appendix 7-H.  
(2) Establish accident reporting and log procedures (Appendix 7-B).  In addition to reporting accidents in the daily Sitrep, the RFO Commander will want a weekly roll-up of accidents and accident rates.  In addition, impacted Major Subordinate Command (MSC) may want accident rates reported to them. 
(3) Preliminary Accident Notifications (PAN) are generated in ENGLink.  PANs are entered under the “event” name and not the “District” name, for example “Hurricane Katrina”.  This will ensure that the employee’s District or affected District is not charged with an accident.  For the first 30 days, the PANs will be completed by the RFO, using data from the Eng. Form 3394s (Appendix 7-B-15).  After 30 days, an effort should be made to push generation of the PANs to the EFOs.
(4) CA-1s received should be hand delivered to the RFO HR staff for case management.  You do not handle or manage CA Forms.
(5) Utilize the Accident tracking logs included in Appendix 7-B, sections 3-6.  These are a valuable tool as they can be used to identify accident trends.
(6) Collect Contractor hours.  Early on, with the high pace of work, it is impractical to have contractors report their hours, however they will know the number of crews working.  Formulas must be developed to determine the hours, using data obtained from the managers for the various missions, to include roofing, debris, water/power, etc.  Roofing/Debris - see Appendix 7-J-2 for the formulas.
(7) Collect Civilian man-hours – These are collected to determine accident frequency rates for Corps and other Federal employees assigned to the Corps mission.
(a) CEFMS is not used during these events so civilian man-hours must be calculated using ENGLink data.
(b) ENGLink provides a total number of deployed personnel on a daily basis.  You will obtain this data from the RFO EngLINK administrative support group.
(c) Obtain the number of deployed personnel for each day, multiply this by the number of hours worked per person (7 days x 12 hours during initial response), and this will equal the total hours for the week.
(d) Utilize the spreadsheet in Appendix 7-B-17 for the man-hours, contractor hours, and Recordable accident reporting.  This spreadsheet was developed by USACE Safety Office during Katrina in an effort to standardize how data is reported during an emergency event. 
(8) Do not collect vehicle mileage – it is not practical to calculate vehicle mileage rates as there is no effective way to determine number of miles driven.
(9) File Transfer.  You may need to load safety data to the USACE ftp website, ftp://ftp.usace.army.mil/usace.  The ftp is a convenient and secure way of sharing large files that cannot be e-mailed due to bandwidth restrictions.  After placing files on the ftp site, you can e-mail the file address to other recipients, so that they can download the files.
d) ENGLink is used for generating taskers (requests) for personnel.  All deployees have a tasker generated in ENGLink prior to deployment.  To generate a tasker while deployed:
(1) Utilize an existing SOH tasker in ENGLink.
(2) In Appendix 7-X, there are 3 SOH duty descriptions that the safety manager must choose from:
(a) RFO SOH Manager; ENGLink job description EM-2029
(b) SOH Professionals, to include Industrial Hygienist; ENGLink job description EM-2030
(c) Occupational Health Nurse; ENGLink job description EM-2031
(3) The ENGLink personnel will then enter the tasker in the system.  
(4) The new tasker will generate a tasker number.  Provide tasker number to the USACE National Program Manager for SOH Emergency Response for coordination.
(5) If you are generating a tasker, it should be generated at least two weeks in advance to allow for proper tasker transmittal, funding, and overlap (if a backfill).
e) Position Hazard Analyses (PHA) are found in Appendix 7-O.  
(1) Provide PHAs to all QA supervisors so that the PHAs can be briefed to their personnel.  
(2) These must be signed and dated by the employee and QA supervisor, with the original signed copy returned to the RFO safety manager.  
(3) Ensure blank PHAs are posted at the RFO and EFOs for employee reference.  This will eliminate the need to make individual copies of the PHA for each employee.
f) Establish a library of safety references to include:
(1) EM 385-1-1.  Be frugal with handing out hard copies of the manual.  Keep one hard copy at each EFO and provide CDs to others.
(2) EP 500-1-10, Chapter 7.
(3) Work with the Contracting cell to ensure contractor safety submittals are on file and accepted.
4) Waivers/Variances  If you have the missions of temporary roofing and debris, you will need to issue the following Variances (Appendix 7-D.3-5).:
a) Roofing - Variances for Residential Temporary Roofing, Protective Footwear for Temporary Roofing.

b) Debris - Class 3 High-Visibility Apparel.  
c) Debris - Request for Waiver for Seat Belts on Knuckle Trucks (Appendix 7-D-2).

d) The process for requesting additional Waivers or Variances are found in Appendix 7-D-1. 

5) Tools.  There are useful tools contained in the EP that need to be implemented and disseminated as soon as possible.  These will help set the tone for the success of the mission SOH program.

a) Automobile Driving Policy memorandum, Appendix 7-E-4.  Have this reviewed and signed by the RFO Commander ASAP.  This will establish a zero tolerance policy for drinking and driving.

b) Checklists and AHAs.  As you transition into the Recovery phase, there are a variety of tools in the EP.  These range from QAR checklists to sample AHAs.  The checklists are used as a baseline document for inspection of contractor operations and equipment and reference the Corps Safety and Occupational Health Manual, EM 385-1-1. 
(1) Disseminate the checklists to the EFO SOH Professional so that they can be provided and briefed to the QAs as part of their in-processing at the EFO.  While the EFOs ramp-up, the RFO SOH Manager may need to take the lead in training and providing QA personnel in the use and content of the checklists.

(2) Coordinate with the Contracting cell to ensure these checklists and AHAs are transmitted so they can be included in the contractor safety programs.
6) Recommended Mission Specific Training.  All missions will include 01 - Initial SOH Orientation, 20 - General Safety Awareness Brief, and 21 - Defensive Driving.  All briefings are found in Appendix 7-A.  The Power Point presentations will need to be modified to tailor them to your specific mission.
a) Debris Removal and Reduction
(1) Appendix 7-A-03 – Leaners and Hangers
(2) Appendix 7-A-04 – Hauling Unit Safety
(3) Appendix 7-A-05 – Traffic Control 
(4) Appendix 7-A-06 – Temporary Debris Reduction Site Safety
(5) Appendix 7-A-13 – Debris Towers
(6) Appendix 7-A-14 – Workzone Safety
(7) Appendix 7-A-19 – Tree Debris Removal

(8) Appendix 7-A-23 – Silica Safety

b) Temporary Roofing.  Appendix 7-A-16 – Roofing and Fall Protection

c) Temporary Housing
(1) Appendix 7-A-05 – Traffic Control
(2) Appendix 7-A-14 – Workzone Safety
d) Demolition
(1) Appendix 7-A-02 – Asbestos Awareness
(2) Appendix 7-A-04 – Hauling Unit Safety
(3) Appendix 7-A-05 – Traffic Control
(4) Appendix 7-A-14 – Workzone Safety
(5) Appendix 7-A-16 – Roofing and Fall Protection
(6) Appendix 7-A-17 – Respiratory Protection
(7) Appendix 7-A-23 – Mold Safety

(8) Appendix 7-A-25 – Lead Safety

(9) Appendix 7-A-26 – Demolition Safety

e) Leaners/Hangers and Tree Removal
(1) Appendix 7-A-03 – Leaners and Hangers Safety
(2) Appendix 7-A-04 – Hauling Unit
(3) Appendix 7-A-05 – Traffic Control
(4) Appendix 7-A-14 – Workzone Safety
(5) Appendix 7-A-19 – Tree Debris Removal Safety

f) Structural Safety
(1) Appendix 7-A-02 – Asbestos
(2) Appendix 7-A-17 – Respiratory Protection
(3) Appendix 7-A-23 – Mold Safety
(4) Appendix 7-A-25 – Lead Safety
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