TEMPORARY HOUSING/CRITICAL PUBLIC FACILITIES MISSION

STANDARD OPERATING PROCEDURE
1. Purpose.  This SOP details procedural guidance on how to execute Temporary Housing/ Critical Public (CPF) missions during the first three phases of the disaster operations (Preparedness, Activation, and Execution.)  The Mission Transition and Closeout Phases are detailed in a separate, common SOP applicable to all missions.
2. References.  See Appendix I

3. Applicability/Responsibility.
a. Process Owner. The USACE Lead Division for Temporary Housing and Critical Public Facilities (CPF) is the South Atlantic Division.

b. Process Team.  Six teams have been designated Temp Housing/Critical Public Facilities (CPF) PRTs as of 11 January 2010.  Current Temporary Housing Teams are:

CENAN

CEMVP

CELRH

CESAJ
CESPL 

CEHNC
c. Customer.  All housing missions will be executed upon receipt of mission assignments from FEMA under the authority of the Stafford Disaster Relief and Emergency Assistance Act (Stafford Act) (Public Law 100-707) and in compliance with policies and guidance of the National Response Framework (NRF).  Mission stakeholders include the impacted states and local governments.

4. Intergovernmental Team. USACE and FEMA are the primary agencies for the execution of Temporary Housing missions, in coordination with state and local governments. Successful implementation of a Temporary Housing mission requires close coordination and cooperation from state housing officials, federal and state environmental agencies, State Historic Preservation Office (SHPO), state and local building code officials, state and local health departments, public utilities and elected officials.  Missions may be executed by contracts administered by USACE or by other contracting alternatives, including FEMA administered IA-TAC contracts.

5. Staffing and Other Resource Requirements.
a. Mission PRT Composition and Description of Duties – Composition fo team is dependent upon mission requirements.   Individuals may be assigned dual responsibilities based on capabilities and anticipated workload.  Minimum requirements for team readiness are designated by an asterisk.
PRT Positions: 
i. *Action Officer at JFO

ii. *Mission Manager at RFO

iii. *Mission Specialist at RFO

iv. Contract Specialist at RFO (or may be provided through reach-back from Supported District)

v. NEPA Compliance Specialist at RFO

vi. Site Engineer at RFO

vii.  *Sanitary Engineer at RFO

viii. *Electrical Engineer at RFO
ix. Cost Engineer at RFO

x. Area Engineer at Field Office

xi. Resident Engineer at Field Office

xii. Quality Assurance Supervisors at Field Office

xiii. Quality Assurance Inspectors at Field Office

xiv. Data Base Manager at RFO

xv. Administrative Assistant at RFO

xvi. CADD  Specialist at RFO
b. A Temp Housing/CPF SME and a type 2 or 3 Housing/CPF Specialist may be initially deployed with a Mission Planning Team (MPT) to assess housing requirements and assist with establishment of PRT team.  The MPT consists of members from FEMA, USACE, and the state and may include specialists from the PRT as requested.

c. PRT Operational Forms and Checklist.  See Appendix E and F

d. Equipment Checklist.  See Appendix G

e. Support Required. FEMA traditionally provides Temporary Housing Units (THU) for installation.  THU’s are typically stored at a FEMA logistical staging area.  FEMA in coordination with state and local agencies is responsible for leasing the required property for development of sites.  FEMA determines the eligibility of the applicants for temporary housing and provides the required location information to USACE.  Supported Division/District will also provide necessary contract support to acquire facilities, construct the site, install the units and provide furnishings (as directed).

6. Planning Considerations.  Key planning considerations applicable to all housing alternatives include: floodplain, utilities, contracting, local zoning/code requirements, Uniform Federal Accessibility Standards (UFAS), construction and installation details and environmental/cultural impacts. Adherence to the International Building Code (IBC) will be required unless otherwise ordered.  Planning considerations unique to specific housing alternatives include:
a. THU Individual Sites – Adequacy of existing utilities and adequate space for unit placement.
b. THU Commercial Sites - Adequacy of existing utilities, lot size, location/proximity to schools, transportation, shopping; ancillary requirements (laundry, mailboxes, playgrounds, refuse collection, safe rooms), site preparation requirements. 
c. THU Community Sites - Location/proximity to schools, transportation, shopping; size and density of development, parking, health and safety concerns, ancillary requirements (laundry, mailboxes, playgrounds, refuse collection, safe rooms).
d. Technical Assistance to IA-TAC Contract – PRT composition based on FEMA expectations.
7. Phases.
a. Preparedness:  Preparedness activities involve the planning of response and recovery actions necessary for the execution of a Temp Housing/CPF mission and the development and training of PRTs to execute the mission.

b. Activation:  Temp Housing/CPF PRT personnel are activated upon receipt of a mission assignment from FEMA.  For hurricane response, pre-declaration mission assignments may be issued to activate PRT management cells and SME’s.  No-notice events and post-declaration hurricane responses requiring Temp Housing missions are initiated by issuance of post-declaration mission assignments.

c. Execution:  Temp Housing/CPF missions are executed by designated PRT deployment.  Current procedures call for deployed teams to complete the mission from initial deployment through mission closeout.  Funding will be provided to the supported Division from FEMA through an MA.  Funding can then be transferred to the supporting District PRT.

d. Mission Transition and Closeout:  Dependant upon the scope of the mission, closeout can be accomplished by the responding PRT or by the supported District.

8. Appendices.  

Appendix A:  Acronyms 

Appendix B:  Position Responsibilities – Temporary Housing Team

Appendix C:  Essential Elements of Information

Appendix D:  Work Flow Diagrams

Appendix E:   Forms

Appendix F:   Checklists

Appendix G:  PRT Equipment/Supplies

Appendix H:  Safety

Appendix I:   References

Appendix J:   Frequently Asked Questions
Phase I – Preparedness  
	Organization
	Task / 

Subtask

Number
	Task
	Subtask
	Who
	How

	FEMA
	
	Provide funding for state/local readiness
	
	FEMA
	FEMA provides through grant money.

	USACE
	P-1.0
	Assign housing PRTs and maintain team readiness including SME accreditation 
	
	HQ assigns PRT organizational responsibility to subordinate Divisions, who assign PRT’s to Districts.  The South Atlantic Division has lead responsibility for Temp Housing/CPF.  CESAD, in coordination with HQ USACE, assures readiness of ousing teams.  CESAD also coordinates with RSC to develop and execute training programs. 
	Responsible Division coordinates with PRTs’ Districts to assure readiness status.  Readiness status is reported in ENGLink along with rotational status.  RSC in coordination with CESAD and Temp Housing/CPF SMEs develops on-line training programs and other training opportunities.


	USACE
	P-1.1
	 
	Fill and maintain PRT team positions 
	District EM and District Commander
	District EM maintains team roster and recruits to fill pending vacancies 

	USACE
	P-1.2
	
	Train team members
	Lead Division in conjunction with RSC develops training programs, and RSC funds training.  District EM monitors training requirements for team members.
	District EM maintains training roster and coordinates with the team members to attend periodic training developed by USACE Readiness Support Center (RSC). PRT Members participate in web-based training and other training sessions. 

	USACE
	P-1.3
	
	Command Readiness Review
	District Commander, Division Commander,

Director of Civil Works
	District Commander reviews team readiness monthly and District EM ensures the ENGLink data is accurate.. District requests resources as necessary to improve readiness. Division Commander reviews team readiness quarterly and applies or requests resources as necessary to bring unready teams to a ready status. Director of Civil Works reviews team readiness quarterly and provides resources to improve readiness status, as necessary.


	USACE
	P-1.4
	
	Participate in Remedial Action Program (RAP) 
	Lead Division
	Lead Division identifies SME, key PRT personnel and contractors to participate in RAP. Participants develop issues to be worked by housing SMEs and others.

	USACE
	P-1.5
	
	Update Guides and SOPs
	Lead Division
	Bring together SMEs and others to perform periodic review and update of mission documents.

	USACE
	P-1.6
	
	Participate in internal and external exercises
	PRT
	When notified by district EM, participate in USACE internal and other agency external exercises as funded by HQ and/or RSC.

	State
	N/A
	Participate in, AAR,  training and exercises
	
	State EM
	State EM coordinates participation, as funding allows.

	Local
	N/A
	Participate in AAR, training and exercises
	
	Local EM
	Local EM coordinates participation, as funding allows.


Support Required:  FEMA maintains Temporary Housing “Go Kits”, specifications for housing units and listings of available suppliers.  Readiness Support Center maintains training programs and certification status of PRT members.  RSC funds applicable costs for training of PRT members.  States may also provide support by pre-identification of potential housing sites.

Phase II – Activation
Phase II A – Pre-Declaration/Event With Notice.

	Organization
	Task / 

Subtask

Number
	Task
	Subtask
	Who
	How

	FEMA
	
	Establish potential Temp Housing/CPF requirements and provide projections on unit placement needs.  
	
	DHOPS (Direct Housing Operations Support); FEMA PA
	Review of USACE prediction models, input from local officials, and other pertinent data to establish projected housing needs.

	FEMA
	
	Issue Pre-Declaration Mission Assignment
	
	FEMA Infrastructure Branch Chief
	Assignments issued to ESF#3 through RRCC.

	USACE
	AA-1.0
	Accept MA and Deploy SME,  Temp Housing/CPF Specialist and PRT Management Cell
	
	CE-UOC in coordination with responding Division.
	Identify team to be deployed and notify Supported and Supporting Division.  Supported Division transmits MA and funds to the PRTs home district.

	USACE
	AA-1.1
	Assess Potential Impacts and Housing Requirements
	
	SME, Temp Housing/CPF Specialist and Mission Planning Team, in coordination with FEMA and state officials.  
	Review damage projections and conduct preliminary housing planning with state and local housing officials.  

	USACE
	AA-1.2
	Review Contracting Alternatives
	
	SME, Temp Housing/CPF Specialist and Mission Planning Team, in coordination with the PRT supported District.
	Coordinate with supported Division for contracting alternatives and coordinate with FEMA concerning intent of utilization of IA-TAC contract. 


Phase II – Activation
Phase II B – Post Declaration Hurricane or No Notice Event.  
	Organization
	Task / 

Subtask

Number
	Task
	Subtask
	Who
	How

	FEMA
	
	Issue Post Declaration Mission Assignment
	
	RRCC Infrastructure Branch
	ARF/MA Process

	FEMA/USACE/State
	AB-1.0
	Develop mission operation plan/MOU
	
	DHOPS; FEMA PA 
/Temp Housing/CPF PRT/state 
	Coordination meetings where responsibilities and expectations are defined and agreed upon.

	USACE
	AB-1.1
	Assess housing/CPF requirements
	
	DHOPS; FEMA PA/USACE/state
	Application process/PPI and damage models.

	USACE
	AB-1.2
	Deploy remainder of Housing/CPF PRT
	
	ESF #3 Team Leader
	ENGLink Taskers 

	State
	N/A
	Provide input to housing/CPF needs
	
	State Coordinating Officer (SCO)
	Provides code requirements and priorities. 

	Local
	N/A
	Provide input to housing/CPF needs
	
	State Coordinating Officer (SCO)
	 Provides code requirements and priorities.


Phase III– Execution (Private Sites/CPF)  
	Organization
	Task / 

Subtask

Number
	Task
	Subtask
	Who
	How

	FEMA
	
	Provide Site Inspection Task Form
	
	DHOPS/FEMA PA
	Application process/PPI.  Task is issued through HOMES

	USACE
	E-1.0 (P)
	Conduct Site Inspection
	
	Temp Housing - PRT Personnel/CPF –FEMA PA/PRT Personnel/Requester 
	Process as defined in supporting appendices.

	USACE
	E-1.1 (P)
	Develop Site Plan
	
	PRT Personnel
	Process as defined in supporting appendices.

	FEMA
	
	Approves and Issues Work Order
	
	Housing - DHOPS (JFO) issue to PRT Action Officer/Mission Manager.  CPF – FEMA/State/County/Local officials
	Housing - Through HOMES.  CPF - PRT and/or USACE A/E coordinate design with approving officials.

	USACE
	E-1.2 (P)
	Issue Task Order to Contractor
	
	PRT Contract Specialist 
	Contract Specialist issues Task Order.

	USACE
	E-1.3
	Haul and Install/Develop and award construction
	
	Contractor/Supported District
	Contractor picks up THU’s at staging area and delivers to site. CPF – award base contract.

	USACE (CPF)
	
	Perform site design, environmental assessment and cost estimate.
	
	PRT Personnel 
	Design work performed by either USACE and/or USACE A/E. Environmental investigation performed by USACE and environmental assessment approved by FEMA Environmental. 

	FEMA/State/County/Local (CPF)
	
	Approve design, provide environmental approvals and authorize utility connections.
	
	FEMA/State/County/Local officials
	PRT personnel and/or USACE A/E coordinate design with approving officials.

	USACE
	E-1.4 (P)
	Provide Quality Assurance (QA) Inspection 
	
	Temp Housing/CPF QA
	Inspector completes inspection form.  If the unit fails, the deficiencies are provided to the Contractor for correction.

	USACE/FEMA
	E-1.5 (P)
	Complete RFO Inspection
	
	May be accomplished by either Agency or jointly.
	Complete RFO Checklist.

	USACE/FEMA
	E-1.6 (P)
	Lease in Occupant
	
	May be accomplished by either Agency or jointly.
	Complete FEMA Leasing Form.

	FEMA
	E-1.7 (P)
	Short Term Operation and Maintenance (O&M)
	
	 Performed by FEMA.  
	FEMA prepares O&M Contract.

	FEMA
	E-1.8 (P)
	Long Term O&M
	
	Performed by FEMA
	FEMA prepares O&M Contract.

	State
	N/A
	
	
	
	

	Local
	N/A
	
	
	
	


Support Required:


Temp Housing:  FEMA delivers THU’s to Staging Area.  USACE logistic support may be deployed to staging area for final inspection prior to pick up by the Contractor.  A haul and install contract is required either by FEMA or the Supported Division/District.

CPF:  The Supported Division/District will provide a purchase supply contract for facilities and furnishings and a construction/haul and install contract. FEMA contracting will develop and execute any lease agreements with the applicant aside from any facilities purchases made by the Corps.  Staging area may be required if units cannot be placed immediately upon delivery. 

 Phase III– Execution (Existing Commercial Sites)  
	Organization
	Task / 

Subtask

Number
	Task
	Subtask
	Who
	How

	FEMA
	
	Assign tasker to assess existing commercial parks
	
	DHOPS
	MA Tasker to ESF #3.

	USACE
	EA-1.0 (C)
	Develops list of parks and inquire about availability and willingness to lease
	
	PRT Personnel
	Process as defined in supporting appendices.

	USACE
	EA-1.1(C)
	Perform site assessment on available parks 
	
	PRT Personnel
	Process as defined in supporting appendices.

	FEMA
	
	Approve site, negotiate and sign pad lease
	
	DHOPS, FEMA, GSA 
	Through FEMA’s process.

	USACE
	EA-1.2 (C)
	Issue task order to contractor
	
	PRT Contract Specialist 
	Contract Specialist issues Task Order.

	USACE
	EA-1.3 (C)
	Site preparation, repairs, and hauls and installs
	
	Contractor
	Contractor picks up THU’s at staging area and delivers to site.  Site may require debris removal or repairs to existing utilities.

	USACE
	EA -1.4 (C)
	Provide QA inspection 
	
	Temp Housing QA
	Inspector completes inspection form.  If the unit fails, the deficiencies are provided to the Contractor for correction.

	USACE/FEMA
	EA -1.5 (C)
	Complete RFO inspection
	
	May be accomplished by either Agency or jointly.
	Complete RFO Checklist.

	USACE/FEMA
	EA -1.6 (C)
	Lease in occupant
	
	May be accomplished by either Agency or jointly.
	Complete FEMA Leasing Form.

	USACE/FEMA
	EA -1.7 (C)
	Short-term O&M
	
	Typically performed by FEMA but may be tasked to USACE.
	USACE prepares O&M Contract.


	FEMA
	EA -1.8 (C)
	Long-term O&M
	
	Performed by FEMA 
	FEMA prepares O&M Contract.

	State
	N/A
	
	
	
	

	Local
	N/A
	
	
	
	


Support Required:  FEMA delivers THU’s to Staging Area.  USACE may be deployed to staging area for final inspection prior to pick up by the Contractor.  A haul and install contract is required either by FEMA or the Supported Division/District.
 Phase III– Execution (Community Sites/Commercial Park Expansion)  

	Organization
	Task / 

Subtask

Number
	Task
	Subtask
	Who
	How

	FEMA
	
	Assign tasker to conduct recon of potential community sites / commercial park expansion sites
	
	DHOPS
	MA Tasker to ESF #3.

	USACE
	EB-1.0 (G)
	Identify potential sites 
	
	PRT Personnel
	PRT personnel develop list of potential sites from FEMA, state, county, local officials, realtors, and windshield surveys.  

	USACE
	EB -1.1(G)
	Give list of recommended sites to FEMA
	
	PRT Personnel
	Recommended sites: Should not be located within 100 year floodplain, do not have significant environmental issues, accessible to utilities and transportation routes.

	State/County/Local
	
	Approve site.
	
	State/County/Local officials
	Through coordination with FEMA.

	FEMA
	
	Approve site, initiate leasing process, issue tasker to USACE for site design and environmental assessment.
	
	DHOPS & GSA
	FEMA coordinates site approval with state, county and local officials.  Leasing through FEMA’s and GSA process.


	USACE /FEMA
	EB -1.2 (G)
	Perform site design, environmental assessment and cost estimate.
	
	PRT Personnel 
	Design work performed by either USACE,   USACE A/E or FEMA IA TACEnvironmental investigation performed by USACE and environmental assessment approved by FEMA Environmental. 

	State/County/Local
	
	Approve design, provide environmental approvals and authorize utility connections.
	
	State/County/Local officials
	PRT personnel and/or USACE A/E coordinate design with approving officials.

	FEMA
	
	Obtains lease and issues tasker to USACE to construct site.
	
	DHOPS & GSA
	Leasing through FEMA’s and GSA process.  MA tasker for site construction issued to ESF #3.

	USACE
	EB-1.3 (G)
	USACE develops and awards contract.  USACE/contractor obtains permits.
	
	PRT Contract Specialist 
	Contract Specialist issues Task Order.  Contractor issued NTP to construct.  

	USACE 
	EB -1.4 (G)
	Provide QA inspection of site construction 
	
	Temp Housing QA
	QA inspection of site construction

	USACE
	EB -1.5 (G)
	Initiates and completes construction
	
	Contractor
	Contractor constructs site.

	USACE / FEMA
	EB -1.6 (G)
	Hauls and installs units
	
	Contractor
	Haul and install contract by either FEMA or USACE contractor as directed by FEMA.  Contractor picks up THU at staging area and delivers to site.

	USACE
	EB -1.7 (G)
	Provide QA inspection of unit installations 
	
	Temp Housing QA
	Inspector completes inspection form.  If the unit fails, the deficiencies are provided to the Contractor for correction.

	USACE/FEMA
	EB -1.8 (G)
	Complete RFO Inspection
	
	May be accomplished by either Agency or jointly.
	Complete RFO Checklist.


	USACE/FEMA
	EB -1.9 (G)
	Lease in Occupant
	
	May be accomplished by either Agency or jointly.
	Complete FEMA Leasing Form.

	USACE/FEMA
	EB -1.10 (G)
	Short Term O&M
	
	Typically performed by FEMA but may be tasked to USACE.
	USACE/FEMA prepares O&M Contract.

	FEMA
	EB -1.11 (G)
	Long Term O&M
	
	 Performed by FEMA 
	FEMA prepares O&M Contract.

	USACE/FEMA
	EB -1.12 (G)
	Site restoration
	
	May be performed by FEMA, USACE or land owner, as directed by FEMA
	By contract.


Support Required:  FEMA provides THU’s to Staging Area.  USACE logistic support may be deployed to staging area for final inspection prior to pick up by the Contractor.  A construction contract and/or a haul and install contract is required either by FEMA or the Supported Division/District.
Phase III– Execution (Technical Assistance for Temporary Housing/CPF Support)  

	Organization
	Task / 

Subtask

Number
	Task
	Subtask
	Who
	How

	FEMA
	
	Assign tasker to conduct recon of potential Community Sites commercial park expansion sites
	
	DHOPs
	Tasker to FEMA Contractor.

	FEMA Contractor
	
	Identify potential sites 
	
	FEMA Contractor
	FEMA Contractor personnel develop list of potential sites from FEMA, state, county, local officials, realtors, and windshield surveys.  

	FEMA/USACE/ State/County/Local/GSA
	EC-1.0 (T)
	Review and recommend sites.
	
	DHOPS/ FEMA/USACE/ State/County/Local/GSA/FEMA Environmental
	Recommended sites are not located within 100 year floodplain do not have significant environmental issues, accessible to utilities and transportation routes. After group approves sites, Contractor proceeds to design, FEMA/USACE proceeds to environmental review, GSA proceeds to leasing.

	FEMA / GSA
	
	Obtains ROE for site
	
	FEMA / GSA
	Obtains ROE from landowner.

	USACE
	EC-1.1(T)
	Perform environmental investigation.
	
	PRT NEPA Compliance Specialist 
	Environmental investigation performed by USACE. 

	FEMA Contractor
	
	Perform site design and cost estimate.
	
	FEMA Contractor
	Design work performed by FEMA Contractor. 

	FEMA/USACE/ State/County/Local/GSA
	EC-1.2 (T)
	Review site design.
	
	DHOPS/FEMA/USACE/ State/County/Local/GSA/FEMA Environmental
	Group approves site design. 


	FEMA/GSA
	
	Approve environmental assessment, complete leasing process, issue NTP for construction 
to FEMA Contractor
	
	DHOPS/FEMA/GSA
	Environmental assessment approved by FEMA Environmental. GSA completes lease.  FEMA issues NTP for construction. 

	FEMA Contractor
	
	Obtains permits and initiates and completes construction
	
	FEMA Contractor
	FEMA Contractor constructs site.

	USACE
	EC-1.3(T)
	Provide QA inspection of site construction 
	
	Temp Housing QA
	QA inspection of site construction.

	FEMA Contractor
	
	Hauls and installs units
	
	FEMA Contractor
	FEMA Contractor picks up THU at staging area and delivers to site and installs units.

	USACE
	EC-1.4(T)
	Provide QA inspection of unit installations 
	
	Temp Housing QA
	Inspector completes inspection form.  If the unit fails, the deficiencies are provided to the Contractor for correction.

	FEMA/USACE 
	
	Complete RFO inspection
	
	FEMA /USACE 
	Complete RFO Checklist.

	FEMA/FEMA Contractor
	
	Lease in Occupant
	
	FEMA/FEMA Contractor
	Complete FEMA Leasing Form.

	FEMA Contractor
	
	O&M
	
	FEMA Contractor
	Performed by FEMA Contractor.

	FEMA Contractor
	
	Site restoration
	
	FEMA Contractor
	Performed by FEMA Contractor.


Support Required:  None
Phase IV – Mission Transition and Closeout   (NOTE:  This guidance is contained in a separate SOP for Mission Transition and Closeout.)
List of Appendixes:

Appendix A: Acronyms 

Appendix B:  Position Responsibilities – Temp Housing/CPF Team
Appendix C:  Essential Elements of Information
Appendix D:  Work Flow Diagrams

Appendix E:  Forms

Appendix F:  Checklists

Appendix G:  PRT Equipment/Supplies

Appendix H:  Safety

Appendix I:  References

Appendix J:  Frequently Asked Questions
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