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Foreword

The EPA Remova Program has operations which must be performed, or rapidly and efficiently
resumed, in an emergency. While the impact of the emergency cannot be predicted in
advance—-planning, training and exercising for operations under emergency conditions can mitigate the
impact of the emergency on our people, our facilities, and our misson. Each OSC should have an
individud training development plan based on their specific needs and priorities, developed in
conjunction with his or her supervisor. This document should be used as abasis for identifying needed
training for OSCs.
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PROFESSIONAL DEVELOPMENT AND TRAINING PLAN
GUIDELINES FOR U.S. EPA ON-SceENE COORDINATORS

1. National Standard

On-Scene Coordinators (OSCs) must participate in exercises and be trained as required by
federal statutes, regulations, Agency directives, and regional policiesto carry out their official
duties. OSCs also participate in advanced exercises and training which enhance their knowledge,
skills, and abilities and those of the response community.

2. Overview of Training Guidelines

OSC supervisors are reponsible for equipping their employees with the skills and competencies they
need to get work done effectively and efficiently. OSC development can take various forms, such as
formd training courses, educationa conferences, on-the-job training, smulations and exercisess,
rotational assignments, mentoring, and coaching. The success of any of these approachesto training
depends on how fully management supports the program, and how employees use the information they
learn in the training.

EPA efforts to address future workforce needs, such as EPA’s Strategy for Human Capital and
Wor kfor ce Assessment Project, suggest that EPA’ s work is becoming more complex and that the
workforceis aging (24% digible to retire by 2005). This means that training to improve skills for
exising employees and to prepare new employees for their respongibilities will be a continuing
chdlenge.

This document describes the training required by government and Agency standards that apply to EPA
OSCs, aswdl astraining that is recommended by Senior OSCs, industry best practices, and
workforce development efforts. Training appropriate for EPA OSCsis categorized in 5 areas.
Required, Essentid, Advanced, Mentoring, & Exercises/Drills.

3. Required Training

The following training is required to be taken by al OSCs as defined by statute, regulation, order,
directive, or policy. Mot of the training discussed in this section is mandated by the U.S. Occupetiond
Safety and Hedth Adminigration (OSHA) and the EPA. While many of these sandards are
performance-oriented, alowing regions the flexibility to tailor the particular program to specific work
Ste conditions, many of the training provisons require that particular categories of information be
addressed.

The Remova Program has established a goa for OSCs to have completed these courses within one
year of becoming an OSC. Although many of the refresher courses will not be required the first year,



some of thetraining is required prior to working onste, eg., 40-Hour OSHA training. Other training
requirements gpply only to OSCs working under specific conditions. For example, not having taken the
asbestos awareness course would hinder an OSC from working on an asbestos Site.

3.1 Safety and Health Training Requirements
All EPA OSCs must meet the safety, hedlth, and environmentd training requirements specified in EPA
Order 1440 and in regiona -specific programs. In addition, Occupationa Safety and Hedlth
Adminigtration (OSHA) regulations (29 CFR 1910.120 (e) (3)-(9)) require training for employees
working at clean-up operations conducted under the Superfund or RCRA corrective action programs,
voluntary cleanup operations, operations involving hazardous waste &t RCRA Trestment Storage and
Disposal Facilities, and emergency response operations for releases of hazardous substances (see table
below). Training must be provided at the time of the employee sinitid assgnment and prior to
assgnments involving potentia exposure to hazardous substances. OSHA and EPA requirements are
smilar and some training will meet both sets of requirements, but they are separate.

Basicaly, OSHA requires a 40-hour hedth and safety course that includes respirator ingtruction and fit
testing for employees who may be expected to need it, and a minimum of three days actual field
experience under the direct supervision of trained, experienced personnel. The 40-hour course must be
taken prior to beginning work on asite. A medica evauation in accordance with the Respiratory
Protection Standard 29 CFR 1910.134 is necessary in order to participate in thistraining. Each
student must provide a letter from their supervisor or acopy of amedical certificate that clearly Statesa
medica evauation has been completed and that the student is medically able to wear respiratory
protection equipment. For OSCs, this requirement is generaly covered under a more comprehensive
medica monitoring program.

A 24-hour course and one day of supervised experience is required for workers who are only
occasondly on ste, or who work in areas where Ste characterization indicates little or no potentid for
exposure (e.g. command post support personnel). Supervisors are required to complete the 40-hour
course and at least eight additional hours of specialized training at the time of job assignment. An 8-hour
refresher training is required to be repeated annualy by both OSCs and their supervisors.

EPA Order 1440.1, Safety, Hedth and Environmental Management Program, establishes policies,
delegates authorities, defines management functions and responsibilities, and crestes Agency-wide
organizationd structure for the adminigration of a safety, health, and environmenta management
program. EPA Order 1440.2, Hedth and Safety Requirements for Employees Engaged in Field
Activities, establishes EPA’ s internd mandatory requirements for occupationa heath and safety training
and certification, and occupationad medica monitoring of Agency employees,

EPA Order 1440.2 establishes three levels of initid hedth and safety training: basic (24 hours),
intermediate (basic plus 8 hours), and advanced (intermediate plus 8 hours). For OSCsdl three levels
can be met while fulfilling the OSHA 40 hour requirement. EPA requires more in the way of annua
refresher training. Those employees completing basic level training need 8 hours of annud refresher
training, intermediate level employees need 16 hours, and 24 hours of annud refresher ingruction is
required to maintain certification at each of the three levels (advanced). Due to the nature of the EPA
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OSCsjob duties, most OSCs should be trained to the advanced level. Most hedlth and safety courses,

provided by EPA or others, issue certificates at the completion of training. Both OSHA and EPA
require certain objectives be met by the training and that ingtructors be qudified; however, neither
certifies that specific courses meet these requirements. Rether, EPA hedlth and safety officersin the
regions and other organizations must determine that the training meets requirements.

Incidents*
*Provided by EPA’s ERTP (165.15).

Training Requirement
40-hour OSHA training (165.5 or equivaent)* 29 CFR 1910.120 (e) (3)
*Provided by EPA’s Environmental Response Training
Program (165 series).
24-hour fied requirement 29 CFR 1910.120 (e)(3)(i)
8-hour hazardous waste supervisor training 29 CFR 1910.120 (e)(4)
Emergency Response to Hazardous Materids 29 CFR 1910.120 (q)

Radiation safety traning*
*ERTP (165 series) or DOE

EPA Order 1440.1 (Training Guideline 38)
29 CFR 1910.1096 & 10 CFR 19

Adsbestos awareness training

29 CFR 1910.1001 (j)

Bloodborne pathogens 29 CFR 1910.120 (b)-(0)

First Aid/CPR 29 CFR 1910.120 (e)
Refresher Training Requirement

Annua 8-hour hedlth and safety refresher 29 CFR 1910.120 (e)(8)

Annua 16-hour hedlth and safety refresher
(intermediate-level employees)

EPA Order 1440.2

Annua 24-hour hedlth and safety refresher
(advanced-level employees)

EPA Order 1440.2

Biennid Radiation safety refresher

EPA Order 1440.1 (Training Guideline 38)
29 CFR 1910.1096 & 10 CFR 19

Annua CPR Course

29 CFR 1910.120 (€)

First Aid Course (every three years)

29 CFR 1910.120 (€)

Other hedlth and safety training required by OSHA for hazardous waste regulations apply to specific
hazards or potential exposures expected to be encountered by OSCs. Theseinclude training in
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radiation, asbestos awareness, and bloodborne pathogens. There may be instances where employee
exposures to chemicals regulated by an OSHA substance-specific standard (i.e. lead, asbestos) exceed
the permissible exposure limit. In this case, additiona specific training may be required.

Radiation safety training is required by EPA Order 1440.1 for EPA personnel who face potential
radiation exposure, which includes emergency response personnd. This course may be waived by the
EPA radiation safety officer based on a verifiable record of the employee' s past training and
experience. Refresher training in basic radiation safety is aso required every two years. Ingtructiona
materids and other information are available from the Office of Radiation and Indoor Air (ORIA) or
your local radiation safety officer. OSHA and EPA aso both require training in asbestos awareness for
hazardous materials workers. OSHA standards require that al employees who are occupationdly
exposed to bloodborne pathogens and other potentidly infectious materias be trained on the hazards
associated with these agents. Thistraining o is recommended for supervisors and others.

Firg aid and CPR training requirements are dso contained in OSHA and EPA guiddines. These two
courses can be combined in aone-day event or taken separately. First aid courses offered by the Red
Cross only need to be taken every 3 years. CPR courses are required every year.

Nether OSHA nor EPA’s Office of Adminigtration and Resources Management (OARM) certifies
specific courses as meeting specific requirements. Rather, it is the respongbility of the supervisor (or a
desgnated Agency officid, such as the regiond safety and hedth officer or radiation safety officer) to
certify that a gpecific employee has met the requirements based on time spent in training, topics
covered, and ingtructor qudifications. OARM is piloting a new approach for meeting interna EPA
training requirements that incorporates a risk-based formula. Under this approach, safety and hedth
training should be what the employee needs for the specific job risks and exposures they might
encounter, rather than a stlandard listing of content as currently existsin EPA Order 1440.2. OARM
has not determined if there will be a specific hourly training requirement. Whatever changes are made to
EPA’sinterna requirements for field employees (anticipated this year) will not impact OSHA
requirements.

3.2 Inspector Training Requirements
EPA Order 3500.1 (May 1988) established training requirements for EPA compliance inspectors and
fied investigators. However, snce CERCLA gaff do not perform classc compliance ingpections, the
“Ingpector Training” requirements alowed for EPA’s Office of Solid Waste and Emergency Response
(OSWER) and Office of Enforcement and Compliance Assurance (OECA) to determine which staff
would be subject to the order’ s requirements and to develop a CERCL A-specific curriculum. This
order incorporates EPA requirements under Order 1440.1, and it also is currently being revised. Only
unique ingpector training requirements applicable to OSCs and their firgt-line supervisors are addressed
in this section.

EPA Order 3500.1 established a basic curriculum and requirements for the development of program-
gpecific minimum curricula for Ingpectors before they lead or conduct inspections independently. For
CERCLA, this has been interpreted (OSWER Directives 9842.0-9842.2, 9295.9-05) to apply to dl
personnel (including CERCLA program and EPA contractor/grant ingpectors) actually performing
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ingpections and leading or overseeing Agency ingpectors and state, local, or contractor inspectors,
regardiess of actud job title. This definition includes OSCs involved in fidd activities and ther firg-line
supervisors. OECA is respongble for tracking inspector training requirements and preparing periodic

reports to congress.

Inspector Training Requirements

Training Requirement

Required by:

CEC: Fundamentals of Superfund

EPA Order 3500.1/OSWER Directive 9295.9-
05

CEC: Removad Process

EPA Order 3500.1/OSWER Directive 9295.9-
05

CEC: Enforcement Process

EPA Order 3500.1/OSWER Directive 9295.9-
05

Negatiations training

EPA Order 3500.1/OSWER Directive 9295.9-
05

The CERCLA Education Center (CEC) was established and is administered by OSWER to meet these
requirements and other training needs of CERCLA &aff. The Fundamentals of Superfund course
fulfills basic ingpector training requirements and is a prerequidite for program-specific training provided
through the Removal Process and Enforcement Process courses. Each course lasts 3 to 5 days, and
is provided at various locations in regiona cities three or four times each year. A two-day negotiations
training course was previoudy incorporated in the Enfor cement Process course, but is now expected
to be fulfilled through completing a separate negotiations course provided in the region or commercidly.

3.3 Other Training Requirements
In addition to hedlth and safety and inspector training requirements, OSCs must complete training in

contracts management, transportation, RCRA (as generators of hazardous waste), and quality
assurance/qudity control. The following table lists these requirements and references the source of the

requirement.

Traning Requirement

Warrant training

EPA Acquigtion Regulations 1120

Contracting Officer Representative (COR)

Clinger-Cohen Act (Mdoney Bill) and

Mentor on-line training course * EPA Acquistion Regulations 1120
* Available through the Federal Acquisition Institute
Purchase Card Holder training (8-hour) EPA Acquistion Regulations 1120
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Other Training Requirements

Trangportation for hazmat (DOT HM 181) 49 CFR 172 &173
RCRA Generator required training 40 CFR 265.16
QA/QC training * EPA Order 5360.A2

* Regiona requirements as directed in Regional Quality
Assurance Management Plans

40-hour biennid contracts training/ Clinger-Cohen Act (Mdoney Bill) and
One-day contracting re-certification course EPA Acquistion Regulaions 1120
Trangportation for hazmat (DOT HM 181) 49 CFR 172 &173

(every 3 years)

Asof fiscal year 2001, al EPA OSCs have completed afour-day Warrant Authority training course
that is required by OARM in order to receive alimited contract officer warrant to operate
independently for emergency response actions during non-business hours. Completion of the COR
Mentor courseis a prerequisite for this course. The Warrant course was developed and delivered by
the OSC Readiness Task Force, EPA’s Office of Acquisition Management (OAM) and Office of
Emergency and Remediad Response (OERR). Additiondly, amandatory one-day purchase card
holder training is required for authorizing EPA employees to become government purchase card holders
for the acquisition of limited goods and services (under $2,500 per order). Warrants for OSCs are
issued by the Director of the Superfund, RCRA, and Regiond Procurement Operations Divison.
Warrants for purchase card holders are issued by the Manager of the Internal Oversight Service
Center.

The Clinger-Cohen Act, sometimes referred to as the “Maoney Bill,” requires federd policies for
education and training of the federad acquisition workforce. Thisincludes contracting officers (CO) and
contracting officer representatives (COR)—i.e., those who manage contracts, such as project officers,
work assignment managers, ddivery or task order project officers. Asaresult, the Federd Acquisition
Ingtitute devel op the Internet-based “ COR Mentor” training course. It replaces EPA’ sformer
Contract Adminigtration and Acquisition Training for Project Officers courses and is a requirement for
OSCs. In August 1998, the Director of OAM required al Agency CORsto complete the COR
Mentor Course by October 1, 2001. Once the course is completed, a one-day Re-certification
Course will be required every three yearsto review new policies and regulations in acquisition and to
reinforce proper contract management practices. Contract management training includes requirements
for training that addresses ethics for government employees and conflicts of interest (48 CFR
2803.104-70), among other topics. EPA contract training requirements are detailed in EPA
Acquisition Regulations section 1120, and in the Contracts Management Manud, available from OAM.
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4. Essential and Advanced Training

Basic or essential training is defined astraining that has been identified as critical to an OSC's
effective job performance, and is based on the knowledge and experience of senior OSCs,
consideration of previous needs assessment research; and earlier attempts at developing OSC specific
curriculawithin the Agency.

Thistraining category includes additiona ste-specific specidized training that may be required by
datute, regulation, order, directive, or policy within the federal government, EPA, or the regiond office,
but is not covered in the Required Training section above. This speciaized training may be required
only if the OSC expects to work on speciadized sites, or with specia substances or methods.

Advanced training isthat which will develop experience and maximize the OSC's performance within
current grade level (consistent with workforce development strategies). Once an OSC has completed
required training, essentia and advanced courses should be taken in order to provide site-specific
knowledge and skills, improve performance, or provide for professona development. OSWER
Directive 9295.9-05 established a requirement for 80 hours of professiona development training each
year for EPA OSCs. Itisenvisoned that each OSC will work with his or her supervisor to develop a
training plan that would meet training requirements and enhance the OSC' s particular knowledge, skills
and abilities basad upon their individua work experience thusfar. To asss in developing the individud
training plan, the essential and advanced training has been organized by the following four categories of
knowledge, skills, and ahility.

4.1 Laws, Regulations, and Policies

OSCs arerequired to have an under standing of the regulatory framework governing their
emer gency response to incidents involving hazardous substances, oil, pollutants, or
contaminants. Most of the laws, regulations and policies that OSCs operate under regularly
(CERCLA, OPA, NCP) are covered in the required training section.

Laws, Regulations, and Policies

Essential Training Topics PDD 39, 62, 63

Waste Treatment, Transportation, and Disposal
(RCRA, TSCA, FIFRA)

Underground Storage Tank Regulations

Asbestos Abatement | dentification and

Removd for Supervisors (AHERA)

Stafford Act/Federal Response Plan

Federd Radiologica Emergency Response
Plan (FRERP)

Knowing and Using the NCP
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Advanced Training Topics

Fecility Response Plan (FRP); Response
Management Plan (RMP)

Spill Prevention Control and Countermeasures
(SPCC)

Integrated Contingency Plans (ICP)

Federd Acquigtion Regulations, EPA
Acquigition Requirements

CIH, CHMM

4.2 Technology, Equipment, and Risk Management

OSCs arerequired to have an understanding of the technology and equipment (including
personal protective equipment) required to respond to an emergency incident involving
hazardous substances, oil, and pollutants or contaminants. OSCs are also required to be able to
evaluate the risks associated with releases or potential releases of hazardous substances and
pollutants or contaminants and discharges, or potential discharges, of oil. Additionally, OSCs
must be able to select appropriate and cost effective response tactics to minimize the impact of a
release or discharge to public health and the environment.

Technology, Equipment, and Risk Management

Essential Training Topics

Innovative Treatment Technologies
Personnel Protective Equipment: Leve A
Confined Space Entry

Environmentd Chemistry

Chemigry of Hazardous Materids
Sampling for Hazardous Materids

Inland Oil Saills

Hazard Categorization

Air Monitoring

Risk Evauation

Underground Storage Tank Response Action
Natura Resource Damage A ssessment
Computer Applications

Andyticad Methods

4.3 Managing People

DRAFT

Advanced Training Topics

Electroplating Processes and Cleanup
Field-based Site Characterization
Response Technologies
Bioremediation

Railroad Response

Pipdine Incident Response

Fre Fghting

Fixed Facility Accident Response
Explosves

Compressed Gas Cylinders
Counter terrorism response
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OCs arerequired to maintain and demonstrate competence in managing people (including
contractors), programs, and resour ces.

Managing People

Essential Training Topics Advanced Training Topics

Integrated Command Structure/Unified Criss Management (EPA version of
Command (ICS/'UC) Y orktown)

Emergency Management Structures Public Adminigration

Project Management Personnd, Finance, Audit, Organizations

Leadership Training Advanced Leadership Training

44 Communication

OSCs must be able to effectively communicate with members of the public, the media, and other
stakehol ders about the Removal program and associated efforts (e.g., statutory basis for actions,
risks associated with sites).

Essential Advanced
Risk Communication Crisgs Communication
Media Rdations Camera Skills (Advanced Media Skills)

Community Involvement
Emergency Community Outreach Team
Public Spesking/Briefing Skills

5. Exercises

Although many OSCs aready participate in exercises to develop skillsin emergency response, amore
forma requirement and process would be helpful in ensuring that al OSCs meet the requirements of
Sections 300.212 and 300.215 of the NCP, which require that OSCs be prepared to exercise federal
response capabilities. OSCs should seek out opportunitiesto participatein (i.e., observe, play, control,
or evauate) at least one exercise/drill eech year. Advanced deployment for FEMA exercises and
responses may be used to fulfill aportion of this requirement. Exercises may be coordinated and
conducted with Superfund contractors (e.g., ERRS, START, or REAC), the EPA Environmentdl
Response Team, Departments of Energy and Defense, Federal Emergency Management Agency, U.S.
Coagt Guard, Area Committees, Loca Environmental Planning Committees and other response
organizations. Theremova branch will track OSC participation in these drills, each OSC will be
responsible for identifying and taking advantage of drill and exercise opportunities. One branch
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employee will assst OSCsin identifying drills and exercises outsde of those generated through the sub-
Area and Area planning process.

In addition to exercises and drills listed above which provide response management training, OSCs
should participate in regiond training that would be specific to field readiness. All OSCsthat are Leve
A, B and C ready, should regularly don and doff persona protective equipment and work with field
monitoring ingruments. Familiarity with response equipment isthe god. This familiarity can be
achieved in thefidd or practiced during training exercises and drills.

6. Mentoring

The OSC mentoring program is akey aspect of EPA’straining program. Currently, the mentoring
program places the burden on a sngle mentor in each region to provide new OSCs with the full range
of competencies expected from an OSC; however, it is unredidtic to think that one OSC can “mentor”
al required skills. Each OSC hasindividua strengths and weaknesses, and much can be learned by
experiencing the various approaches of different OSCs. As a result, the mentoring program should be
revised to ensure that new OSCs are exposed to the broadest range possible of sites and OSCs.
Consigtent with Agency-wide policy on mentoring, each new OSC should be assigned alead mentor
by his or her supervisor soon after appointment. The lead mentor for each incoming OSC will be
selected on the basis of the mentor’ s and protégée’ s experience, background, and preferences. The
supervisor, lead mentor, and the new OSC will assess weaknesses in the OSC' s technical experience
and background. Each new OSC's mentoring program will be targeted to address weaknesses
identified in thisinitid discusson. Mentorswill be provided with this document for usein sdlecting
training and other development tools. New OSCswill remain in the mentoring program until the lead
mentor, the protégée, and the supervisor agree that the OSC is ready for a response action assgnment.
So that al new OSCs are exposed to the broadest range of experiences possible, the lead mentor and
the protégée will work together to identify a series of Site activities and other job-related experiences
(e.g., Ste gart-up, public meetings, site shut-down) that the protégée should seek out during the
mentoring period. New OSCs will be expected to spend as much time as possible with as many OSCs
as possible, so that they are exposed to a variety of OSC approaches and site phases. The lead
mentor and protégée will revist their progress on amonthly basisto identify aress that need to be
focused upon during the upcoming month.

7. Individual Development Plans

All OSCs and their supervisors are expected to work together to develop annud Individua
Development Plans that will serve to enhance both the individua OSC's career and his or her
contribution to fulfilling the mission and objectives of the remova program. An Individua Devel opment
Plan will hep to develop the OSC' s strengths, make the job more engaging and rewarding, and help
emphasize matters that are both interesting and relevant to the Agency’ swork. The process should

DRAFT 10 DRAFT



begin with the OSC's consideration of hisor her strengths and vaues, and the supervisor's
organizationd plans and gods. Developmentd activities—such as specid assgnments or projects that
take advantage of strengths, and training or coaching to enhance functions that don’'t match well with
strengths—are then selected jointly. OSCs have work that they are expected to carry out, each should
be helped to learn how to do it, encouraged to get it done, and required to get it done on time. Once
the OSC and supervisor have agreed on the primary areas of focus, the supervisor will likely need to
gpesk with other OSCs and locate funding for training before making commitments. OSC supervisors
are responsble for making sure each OSC develops an IDP, baancing work needs with training
requirements and developmentd needs, and for gpproving training and development plansin the IDP.
OSCs mugt take respongbility for successfully completing assigned training, devel opment, education,
and qudification activities; providing objective feedback to supervisors and training personnd on the
effectiveness and relevance of training; and provide training documentation to relevant individuas or
offices to maintain current training records. EPA’s Indtitute for Individua and Organizationa Excedllence
can provide guidance and assistance in completing the IDP process.

8. Training Opportunities

This section of the guidelines provides a brief description of some of the many training and development
opportunities that are available to OSCs to meet the required, essentia, and advanced training listed in
previous sections. Much of thistraining is provided to OSCs free of charge or with costs supplemented
by other EPA organizations.

8.1 OSC Readiness Training

The OSC Readiness Task Force identified the need for atraining forum directed specificaly at the
OSCsjob functions. The OSC Readiness Task Force developed the OSC Readiness Training Board
made up of OSCs and representatives of OERR and T1O. The members of the OSC Readiness
Training Board are responsble for the development, planning and implementation of the annua OSC
Readiness Training that occurs each November. Learning activities offered at each OSC Readiness
Training are sdlected by the OSC Readiness Training Board based on current needs, feedback from
previous offerings and training requests from OSCs and their supervisors. Approximately haf of the
Agency’s OSCs attend each year’ straining. More information is available from the EPA OSC web
page (http://mww.epaosc.org).

8.2 TIO and OERR Sponsored Training

EPA headquarters gaff in the Office of Emergency and Remedid Response (OERR) and Technology
Innovetion Office (TIO) asss in the planning and implementation of the OSC Readiness training, but
they dso offer other training opportunities. Information and schedules for most of these training courses
can be found on the Training Exchange web page (http:/trainex.org).

8.3 Environmental Response Team Training
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OERR's Environmental Response Team Center manages the Environmental Response Training
Program (ERTP) that offers dozens of hedlth and safety and technica training courses in EPA regions
each year. This support includes the 165 series of training courses, technica assstance from ERT
experts, the OSC web page (http://www.ert.org), as well as software and video tapes that address
technica topics.

8.4 CERCLA Education Center

TIO offers required and advanced training for OSCs through the CERCLA Educeation Center (e.g.,
Fundamenta's of Superfund, Remova Process, Innovative Trestment Technologies) and through other
programs to support the implementation of innovative remedia technologies (e.g., Cleanup Information
web ste, Technical Support Project, Internet Seminars, Superfund Online Ingtitute, partnerships with
other federal agencies and private sector organizations). Regional OSWER Training Forum members
can asss in scheduling and coordinating these and other courses.

8.5 Community Involvement and Outreach Center

The Community Involvement and Outreach Center in OERR offers a number of training courses
through the Community Involvement University (eg., Siress Management, Leadership, Media
Rdations, Cross Cultura Effectiveness), oonsors an annua EPA-wide Community Involvement
Conference, and offers ass stance through the Emergency Community Outreach Team, dternative
dispute resolution services, other assistance.

8.6 Mid-Level Development Initiative

Nationd attention to EPA’s Human Capital Strategy and workforce development needs has lead to the
development of the EPA Mid-level Development Initiative by the Office of Human Resources and
Organizationa Support (OHROS). This program is part of a broader workforce development sirategy
that isfocused on incorporating training, career development and other human resource issues into
EPA’ s drategic planning and budgeting process. The Mid-level Development effort ams to identify,
develop, and ddiver competency training and development activitiesto EPA gaff in mid-level grades.
These competencies are those identified in anational workforce assessment as addressing critical
cross-cutting skills needed now and in the future. Coursesto be offered in the regions include:

»  Getting the Work Done with Others

»  Getting the Work Done through Program Management

»  Getting the Work Done through Process Improvement

»  Getting the Work Done through Change

»  Getting the Work Done and Achieving Professond Results.

14. Training Program Administration
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To effectively manage OSC training, respongbilities should be assgned for conducting regular training
needs assessments to determine the requirements for training content and frequency, coordinating
training delivery by identifying training resources and arranging training ddivery, mantaining traning
records as specified by various responsible entities, and conducting training course and program
evauations to ensure the quality of training provided for OSCs.

14.1 Training Needs Assessment

The firgt step in organizing and offering training expected to be vauable to OSCs and the remova
program is to determine whether problems exist that can be addressed by training. With regard to
required training for new hires or recertification, thisinvolves determining the number of individuas who
require the training and theair locations, and then establishing a method for ensuring thet the training is
available. In stuations where OSCs need new information or skills to better conduct their
respongbilities, an andysis of the specific training needs and audience characteristics is required to
design and develop effective training. Sometimes thistraining is initiated by headquarters to introduce
new policies or guidance, and it isimportant that this type of training be integrated into existing training
programs.

Training needs assessments for OSCs are currently conducted informally by remova program
managers and the OSC Readiness Task Force by discussing important activities and identifying skill
gaps. In addition, the Technology Innovation Office conducts a comprehengve training needs
assessment every five years. These methods should be sufficient to direct training plans and new course
development, aong with feedback and eva uation results from existing courses and programs.

14.2 Coordinating Training

To become motivated to pay attention and learn the materid that the trainer is presenting, employees
must be convinced of the importance and relevance of the materid. Thisis frequently addressed in EPA
by ensuring that more experienced OSCs participate in the training process, by helping to establish
godls, develop training materias, and provide ingtruction. Training participants can aso contribute by
taking serioudy the commitment to attend training, participating in discussons, asking questions,
contributing their knowledge and expertise, and learning through hands-on experience and exercises.

Getting the word out about training, managing logigtics, ensuring the qualifications of trainers, managing
training budgets, and evauating various potentid sources of training are al important responsibilities.
Much of thiswork is accomplished by managers or those involved in training development and delivery,
but it is dwaysimportant that local training coordinators do their part to ensure the success of training.
The Technology Innovation Office, Environmental Response Training Program, OSWER Training
Forum, and Training Exchange web page are al important resources for training within OSWER.
Additiona training and support dso is available from OHROS, regiond training offices, hedth and
safety officers, and others.

14.3 Maintaining Training Records
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The need to document and maintain training records has been identified and agreed upon by the OSC
Task Force, Remova Managers and OERR and incorporated into the core Emergency Response
evauation criteria. Because of the amount and variety of required training for OSCs, and the diverse
organizations respongble for maintaining training records, tracking training and ensuring successful
completion of course requirementsis a challenge. For this reason, the OSC Readiness Task Force and
TIO have committed to developing a system (tentatively known as*“ Train Track”) for maintaining
verifiable training records by program and by individud, for tracking accomplishment of requirements,
and for preparing reports on training.

14.4 Training Course and Program Evaluation

Training and development programs that support career growth and promote competency of OSCs
should be subject to forma and informa assessments to determine how well they meet short and long
range needs. These assessments should be conducted annudly in accordance with regiond policy and
procedures. They should address the extent to which training programs are achieving the objectives
dated in training plans and other organizationd plans and drategies, the effectiveness of training OSCs
with skills and knowledge that can be used on the job; and the effective and economic use of resources.

ANNEX A

AUTHORITIES AND REFERENCES
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ANNEX A

AUTHORITIES AND REFERENCES
EPA Directives and Guidance:

Policy and Procedures Manual (Office of Adminigtration and Resources Management, Facilities
and Support Services Divison):

Volume 4820, Communications
Volume 4830, Property Management

2160, Records Management Manual

2100, Information Resources Management (IRM) Policy Manual

Statutes and Executive Orders:
Executive Order (EO) 12148, Federd Emergency Management, July 20, 1979, as amended.

EO 12472, Assgnment of Nationa Security and Emergency Preparedness Telecommunications
Functions, April 3, 1984, as amended.

Occupationd Safety and Hedlth Adminigtration (OSHA) regulations. 29 CFR 1910.120
Other Documents:

Nationa Industrid Security Program Operating Manud for Safeguarding Classified Information,
DOD 5220.22 M, January 1995.

Principa Threats Facing Community and Locd Emergency Management Coordinators, FEMA,
March 1991.
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ANNEX B

EPA ORDER 3500.1
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ANNEX C

EPA ORDER 1440
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ANNEX D

Example Forms for Training Documentation
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UNI TED STATES ENVI RONMENTAL PROTECTI ON AGENCY
O fice of Site Remedi ati on and Restoration
Emer gency Pl anni ng and Response Branch
One Congress Street, Boston, MA 02114-2023

CERTI FI CATI ON OF 24 HOURS OF ON-SI TE TRAI NI NG

NAME:

DATE OF HI RE:

SECTI ON:

| certify that the requirenents of 24 hours of on-site training
under the direction of a senior staff nmenber, as required by 29
CFR 1910.120(e)(3)(i), has been nmet for the above naned person.
The details of this training are listed on the attached pages.

Denni sses Val des
Chi ef, Emergency Response Section

Dat e:
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UNI TED STATES ENVI RONMENTAL PROTECTI ON AGENCY
New Engl and Regi on
Envi ronnmental Services Division
60 Westview Street, Lexington, MA 02173-3185

Certification of 24-hours of on-site training
OSHA 29 CFR 1910.120 (e)(3) (i)

The purpose of this certificate is to record the 24 hours of on-site
training each OSC is to receive under the supervision of a senior
staff person.

Name of Person Receiving Training:

*Note: Hours NOT to be included are: travel tine, trailer tinme and
in-office tine.

As a m ni mrum enpl oyees nmust conplete at |least 2 hours in each |evel
of protection and conduct each type of work task the enpl oyee nay
reasonably be expected to conduct.

SI TE NAVE/ | D

TYPE OF SITE: _(ex. site investigation, energency response, etc.)

DATE(S) :
HOURS OF ON-SI TE TRAI NI NG:
LEVEL OF PROTECTI ON/ HOURS:
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TASKS PERFORMED/ HOURS:

DATE:

Trai nee's Signature/Printed Nane

DATE:

Trainer's Signature/Printed Nane
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