GSTOP Project

May 9-11, 2005 Team Meeting

Agenda

NWCG Geographic Information System

Standard Operating Procedures on Incidents Project

(GSTOP)

Meeting Agenda
May 10-12, 2005 8:30 AM – 4:30 PM

Meeting Location

EPA, Region 8 (8TMS-INF) 

999 18th Street, Ste. 300 

300 Denver, CO  80202

Host Contacts:

Elise Bowne (303-275-5209)
Susan Goodman (303-236-4242)
Meeting Objectives

1. Provide an opportunity for team members to meet in person and further develop their working relationships.

2. Finalize the Standard Operating Procedures template format.

3. Get comments on SOP’s

4. Finalize the Draft Standard Operating Procedures for publication.
5. Develop the field review process.

6. Update Project Plan 
Preparation

The following documents will be referenced during the meeting. Attendees should be familiar with them prior to the session in which they are scheduled to be discussed:

For Tuesday 10 May :

· GSTOP Team Operating Principles (draft)

· GSTOP List of Documents

· GSTOP Template Format

· All documents posted by May 5th posted on www.disasterhelp.gov in Team Review Folder

· Be prepared to update Work Breakdown Structure document

· Review Letter to GACC’s, IC’s, SITL for solicitation of SOP Reviewers

For Wednesday  11 May:

· All documents posted by May 5th posted on www.disasterhelp.gov in Team Review Folder

· GSTOP Communication Plan

For Thursday May 12:

· GSTOP Project Timeline.pdf (generated from GSTOP Timeline.mpp)

Note: Send Call in Notification to Mary Kwart and Victoria Smith
 Participants

	Dave Hammond
	Team Member 

	Elise Bowne
	Team Member

	Emmor Nile
	Team Member

	Eric Schmeckpeper
	Team Member

	Joe Frost
	Geospatial Task Group- Executive Committee (Thurs)

	John Guthrie
	Team Member

	Kim Kelly
	Team Member (not Thurs)

	Karen Folger
	Team Member

	Ken Bottle
	Team Member

	Liz Lile
	Geospatial Task Group- Executive Committee (Tues, Thurs)

	Mary Kwart
	GSTOP Business Lead (by phone)

	Sean Triplett
	Team Member

	Skip Edel 
	Geospatial Task Group- Executive Committee (Wed Thurs only)

	Susan Goodman
	Geospatial Task Group- Executive Committee (Thurs till 3)

	Susan McLellan
	GSTOP Project Manager (gone Thursday 1pm)

	Victoria Smith
	Team Member (by phone) (did not attend)

	Yvonne Burgess
	Facilitator, Project Mentor


Invited Guests

	Ron Langhelm
	FEMA Representative (did not attend)


ACCOMPLISHED
	Tuesday, May 10, 2005  8:30 - 4:30

	08:30 -10:15

	Welcome, Facility Logistics, Meeting Logistics
	Elise, Sue, Local EPA Host

	
	Introductions

 Meeting Agenda Overview


	ALL

	
	Team Member Perspective on the Progress of GSTOP Project; any Expectations and Concerns
	

	
	Review Project SOP Template Format

[Ref: SOP Template Format]
	ALL

	10:20
15 min
	BREAK
	

	10:35am-11:00am
	Review Project SOP Template Format

[Ref: SOP Template Format]
	ALL

	11:00am-11:45am

	SubTeam BreakOut sessions

	ALL 

Yvonne, Sue, Susan

	11:45

1 hr 
	LUNCH
	

	13:00-14:15
	SubTeam BreakOut sessions
	 All

	14:15 -15:15

	Business Lead Expectations and Concerns

Field Test Review 

Call with Mary 907-350-4803
	Mary

	15:15-15:30
	BREAK
	

	15:30- 16:15
	GSTOP Website
	David O’Rourke

	16:15-16:30

	Check Wednesday’s Agenda

Closing Comments
	All

	16:45
	Adjourn
	


	Wednesday, May 11, 2005  8:30 AM - 4:30 PM

	08:30
9:00-10:30

	Review of Subgroup SOP
· Map Products
	All

	10:30 

15 min
	BREAK
	All

	10:45- 
12:20
	· Map Products (continued)
	All

	12:20
	LUNCH
	

	13:00-17:30

	Review of Subgroup SOP

· Map Products (continued)

· Minimum Essential Datasets

· 
	All

	19:00-20:30
	Team Transitions
	


	Thursday, May 12, 2005  8:30 - 4:30

	8:30AM

	Report Meeting Accomplishments so far and Review Today’s Agenda 

Call w/Mary 
	ALL

	9:00-10:15
	GSTOP Draft SOP Review

· Documentation & Metadata
	

	12 noon - 1300
	LUNCH
	

	10:30-17:30
	GSTOP Draft SOP Review

· Documentation & Metadata (continued)

· File and Folder Structure

· Data Archiving

· Symbology

· Min. GIS Expectations
	

	1730-1900
	Compile Draft SOPs

Publishing Template

Meeting Notes
	Yvonne


NOT ACCOMPLISHED:
	08:30-9:45

	GSTOP Communication Plan Update a
Field Test Plan Strategy and Development
[Ref: GSTOP Communication Plan (draft)]

Call with Mary 907-350-4803
	Mary, Yvonne, Joe, Susan

	10:00


	Review and address any remaining project level and business community Issues, Concerns or Questions

[ref: list of Outstanding Project Level or Business Community Issues, Concerns and Questions from Wednesday]
	Yvonne and All 

	13:15-15:15

	Field Review Process and Communication Needs
	Yvonne,  All

	14:30


	Bin Items
	Yvonne

	15:30


	Review project timeline to next milestone
	Yvonne, All

	
	Confirm List of Action Items is complete and all items have responsible person and a “by when” date
	Yvonne and All


Agenda Review

GSTOP website – static SOPs updated periodically; GTG website dynamic data updated annually (e.g. sources for MEDs)

310-1 Qualifications Handbook (now includes GIST) and is “out for review” from NWCG, see website; comments due in by 5/20. 

Action Item 1. Send 310-1 which is out for review, and GIST taskbook copy for team (Elise)

( Provide GTG link for 310-1 (Susan)

( Review GSTOP GIST Expectations work in light of this. …e.g.  what others expect of the GIST? What tools needed? … (GSTOP Team)
SOP Template Review

Target is to great one GSTOP document, with several SOPs submitted together, perhaps split to smaller handbooks for ease of use.

Look at what is most useful for the field. 

May indicate some portions

May need to have a solicitor look at the SOPs. Should they be SOGs? How much latitude do we have re: implementing NWCG standards? Can we be sued based on varying from NWCG standards?

Action Item 2. Arrange review of Draft GSTOP SOPs by a solicitor. (GTG)
When you order a GIST, you are ordering a capability (which includes the person, the necessary equipment they need to do the job: “with laptop with admin privileges.”)

Action Item 3. Put this concern into the GIST Expectation SOP, e.g. “when you are called to an incident, make sure they have the equipment you need.” (Elise)

Action Item 4. Define a standard GIST equipment kit (laptop, dongle, hub, cables, jump sticks, internet connect, …) and make arrangements for plotter/printer/output device. (Elise)

GSTOP Symbology SOP defines the map symbols used by ICS personnel. 

Action Item 5.  include in the Symbology SOP selection criteria, , for digital and not, that everyone can use it, to be used by FOB and GIS Specialists (Ken)
SOP are considered as long-term document ??3-4 years update cycle. Reference GTG website (http://gis.nwcg.gov) for the specs/standards that change more frequently than the update cycle for the SOPs.
Action Item 6.  specify the update cycle for the SOPs (GTG or Implementation Plan)
Field Review (call w/MKwart)

Track reviewers and respondents as we go so to be sure to get enough feedback by Dec 1st. Periodically we will look at amount of feedback we’ve gotten and decide whether to continue the field review/test and/or expand the invitation for others to join the review. 

How much is enough? Shoot for at least 30 substantive responses.

A complete field review of the GSTOP SOPs will:

· Represent input from all NWCG agencies

· Represent input from all regions

· Represent input from a broad cross-section of all ICS positions (management, technical)

· Represent responses to the entirety of the SOPs, at least each section of each SOP should have undergone minimum review.

· Represent input from fire use and wildland fire Type 1 and Type 2 IC teams

If any other agency person gets wind of the review, have them contact Mary for an official review copy or provide a download site.

Action Item 7. WEB: provide a download site for the Draft SOPs. Catch any requestors name, affiliation, email and phone.
Re: including private cooperators from the review? Do not send to any.

Action Item 8. check on appropriate policy for the possibility that contractors may wish to participate in the review and submit comments. (GTG)
RE: Field Review (items added later by team)

Action Item 9.  include Aviation Community in the review group (e.g. for Aviation Map Definition) (Mary)

Action Item 10. include IMET program, within National Weather Service in review of symbology especially, re: weather station symbol (Mary)

GSTOP Website Possibility (David O’Rourke)

The GSTOP project has an area within the GTG public site, hosted on USGS site.

We could have a password protected area, for team use only.

To get stuff posted to the GSTOP site:

· Sue McLellan is the point of contact for info going to the GSTOP public site. To remove documents: she will email a request to webmaster (David_orourke@blm.gov 303-236-3505) and he will accomplish that within 1 business day. 

Action Item 11. ( Provide an outline for the website menus we wan, e.g. …
Project


Meeting Notes


Project Documents (charter, 
Draft SOPs


Downloads


(subteam name)
FAQs

Contacts

Customer transactions we may need on the GSTOP website:
1. request to be part of the review (submitted by anyone)
a. Request form: Data: Name, title, affiliation, phone, email
b. incoming email to generic email id: gstopreview@___.__
c. requests to come in by USPost, FAX, phone
2. ask a question? (submitted by anyone)
a. Link opens email goes to generic GSTOP team id
b. Assign someone to check this id periodically and respond

c. Create a FAQ page to post the answers to; to the requestor
3. download SOP docs (requested by anyone)

a. Request form

b. Data: Name, title, affiliation, phone, email
4. receive feedback from the field review (submitted by anyone)
a. track in database: reviewer, date submitted, subteam (drop down), SOP (subdrop down linked to subteam drop down), ?version, ?section of the SOP that the comment is for (radio buttons)

b. for basic comments: text box (optional)
c. for substantive comments: upload of electronic document (optional) e.g. the reviewed SOP document with track changes on

i. scan for virus

ii. ?? adhere to USGS security policies for uploaded docs
d. for non-electronic comments, allow folks to fax in scribbles, call in?? 
5. See what comments have already been submitted (for GSTOP team only)
a. Dynamic pages, one per SOP/doc?
b. Table populated for each SOP, showing SOP name, reviewer, date submitted and with link to text comments or uploaded file
Action Item 12.  Establish a process and a GSTOP team point of contact for handling the feedback.
Draft SOP Review

RE: the process of finalizing the Draft SOPs: Should editor’s changes to content go directly to subteam leader w/CC to Sue or to Sue first then to subteam leader?
RE: Implementation: Ask IRMWT: how to enforce the GIS SOPs especially under conditions when we want to disallow the SITL to override the SOPs (e.g. for file naming and directory structure) (example: ISuite)

Action Item 13. Send all purpose and scope for all SOPs to GTG for review and comment. (Yvonne to SueM to Brian to GTG) decision item for June meeting to respond to GSTOP team with suggested revisions ASAP.
Action Item 14. Review all other GSTOP project documents to make naming of the SOPs and project deliverables consistent. (Sue)
Next Team Meeting: Conf Call week of 5/26 Thursday 1300 Eastern (tentative)

Items to Put in An Overall SOP
· Identify the process for updating the SOPs once they are finalized. Maintenance Custodian and Cycle.
· The focus of the project is: “wildland fire incidents” (includes fire use), keeping all –risk in mind, but not doing anything extra for them.
· “Business needs addressed for type 1 and 2, not specifically addressing area command, although it will be useful for them. Ref. BAER team note in charter. Business needs include those for up to the Type 1 team level.”
· Selection criteria: meets a business need, common throughout the nation, legible, clear, short/long

· “To date, the NWCG has not identified digital standards for (whatever GIS stuff-ICS map symbols). The need for (digital map symbols) standards was identified by the NWCG and these SOP meets that need.”
· “While over time changes in technology will lead to different actual structures, the design parameters which represent business needs should remain constant.”

· “When the final SOP is approved, as a community, we all need to agree to abide by it.”

Overall SOP: Definitions

Layer: Geographic information is displayed on a map as layers; each layer represents particular types of features (roads, streams, firelines, etc.).  Layers may include vector, raster or x,y coordinate files, scanned maps, or air photographs.
Coordinate System: find a good definition 

Incident data – any data created, edited or extended at the incident

Base data – static, reference only, supplied from outside the incident; may be used as source for incident data

Prior to sending to editor, review all draft SOPs for:

· File Names for SOP documents:

· For review documents:

· (Date)_SOP_(Subgroup)_(Document content)

· Yyyymmdd_SOP_subgroupname_documentcontent

· 20050512_SOP_MapProducts

· 20050512_SOP_MapProducts_AppA_ListofMapProducts

· 20050512_SOP_MapProducts_AppB_Matrix

· For subteam references:

· (Date)_SOP_(Subgroup)_REF_(Document content)

· Yyyymmdd_SOP_subgroupname_REF_documentcontent

· 20050512_SOP_MapProducts_REF_ResearchMaterials

· For subteam work products:

· (Date)_SOP_(Subgroup)_WIP_(Document content)

· Yyyymmdd_SOP_subgroupname_WIP_documentcontent

· 20050512_SOP_MapProducts_WIP_InterimAnalysis

· Spell out acronyms on first usage in each document

· Use of language: GIS unit, function, staff, GIS Specialist

· Shall we use the term “GIS Specialist” when we mean “person serving the role in the GIS function”? The SOPs are frequently for the GIS function, not necessarily the GIS Specialist. (see especially SOP for Minimum GIS Expectations)
· Sounds like we’re tending more toward WHAT (specifications) vs. HOW (stepwise procedures). Are we still doing SOPs and will that satisfy the intent of the charter? “Yes, this satisfies the intent of the charter.” per Susan G.

· Can say “We’re avoiding technology specific references”

· May also say: “if you are using ArcGIS, to go URL/GTG: specifics re: do this…” and provide technology –specific references to GIS users via that approach – but this is then outside the SOP itself.

· Use of “reference” vs. “appendicies”

· References: documents in a reference library section of the GTG/GSTOP website.

· Appendices: documents which are immediately pertinent to the SOP and should always be included with it.

· Use of  “standard” vs. “guideline”; Are these SOGs? Or SOPs?

· Standard: indicates something mandatory, which may? May not? be overridden by ICS leadership.

· Guideline: indicates something that is optional or recommended
· Referencing SOPs from one another

· Review for specifications and procedural changes needed when the GIS unit is staffed by contracted staff, access to data, authorizations, sensitive data

· date format should be “yyyymmdd” and if needed, time should be “hhmm (using 24 hour clock)”

Draft SOP for Standard Map Products

Action Item 15. ( send comments on optional map products not reviewed as a team to Karen. (Everyone by 5/12)

Action Item 16. ( Define all map elements (Karen and Kim)

Define Incident Name and Number.
Action Item 17. Check with ICS for standard Incident Name and Number and ?FGDC Standards (Susan)

Define Land Status

Action Item 18. Provide SOP text for GIS Map Products (except appendices) to Susan G. (Kim and Karen) by 5/18

Action Item 19. Revise the optional map product definitions that the team didn’t review for consistency. (Karen)
Action Item 20. Revise map samples for GSTOP team review (Karen and Kim) by 5/27

Action Item 21. Review and provide comments to Kim and Karen (GSTOP Team)

Action Item 22. Distribute map samples to GSTOP team (Karen and Kim) by 6/1

Need to include map samples. May not be able to do that by the target date. Provide what we can from training maps or already existing maps. Provide a website to the reviewers so they can download.
Action Item 23. Provide final 11x17 map examples to Susan for publication (Karen and Kim) by 6/2
Draft SOP Minimum Essential Datasets
Public Land Survey – may be an optional dataset, not available nationwide, may not provide required data for standard Map Products

Geographic reference 

Consider using Appendix Data Needed Matrix as a webpage updated annually with click thru to directories of current data by region/location

“Essential”: needed to get the job done, not limited to only those used for the Standard Map Products

Action Item 24. Restructure Appendix files (Eric and John)
· Table 1: Dataset per GIS Product, showing required or optional 

· Table 2: Dataset content and source location

· Indicate whether the datasets are considered class A, B or C (see revision to draft SOP for Minimum Essential Datasets)
with Mary: RE: what do some of the layers mean?
· Communities – boundaries and locations, towns, within the vicinity of the fire,  any can be WUI, not necessarily WUI.

· FWS National fuels group trying to define common definition of community: group of people with common government/zip code
· use Geographic Names Information System Populated Places (point) would be the defacto layer unless the fire has better info;

· wont’ have polygon data everywhere

· Management Boundaries – political, land manager/admin boundaries (NPS, FWS, USDA FS) private is land status/ownership layer
· Each agency has their own layer for this

· Are county and state boundaries needed? Re: Mary Put this in as a geo-political boundary of interest, not necessarily admin boundary

· Have some vicinity maps 

· Important for evacuations, counties administer those activities

· Other Hazards – “other”: pipelines, HazMat storage
· this is incident data, collected specifically for the event

· is needed for WFSA and WFIP

Draft SOP for GIS Metadata

(pulled from MEDs) Specific Procedure: 

· Document coordinate information when data is obtained, including at a minimum the projection and datum.

· Create Projection files for all coverages, shapefiles, and geodatabases.  Create TXT files documenting projection information for raster files (DRG, DEM, DOQ).  Projection files should include at a minimum: projection (UTM, Stateplane, Mercator, etc), Zone, Units, and Datum.

· Use disclaimers when using questionable datasets (i.e., the available data is the best available, but of questionable value).

(pulled from MEDs) Coordinate System information attached to GIS layers should contain the following information:
· Type of projection (UTM, Lambert Conformal Conic, Albers, etc.) “Map projections are systematic transformations of the spheroidal shape of the earth so that the curved, three-dimensional shape of a geographic area on the earth can be represented in two dimensions, as x,y coordinates.” (ESRI 2004) >>find another source.  

· ESRI. 2004. ArcMap Online Help. 380 New York Street, Redlands, CA 92373-8100, USA
· Zone (either UTM or State plane)

· Datum (see below)

· Units (meters, feet, decimal degrees, etc)

· Spheroid (optional, some projections have default spheroids).

(pulled from MEDs) Datum:  A datum provides a frame of reference for measuring locations on the surface of the earth. It defines the origin and orientation of latitude and longitude lines (ESRI 2004). When the datum changes, the coordinate values of the data will change.  Common datums are: North American Datum of 1983 (NAD 1983 or NAD83), North American Datum of 1927 (NAD 1927 or NAD27), and World Geodetic System of 1984 (WGS 1984).
Incident number – need it to be a required field because used in SOP for File Naming and Directory Structure
Draft SOP for Documentation and Metadata

When approved, through NWCG and Agency, may have to adjust the SOP for pending NARA document: re: Retention for Digital Data for Archiving “retain all geospatial data created on incidents”.
Draft SOP for Data Sharing 

· Data handling instructions in the delegation of authority from line officer to __ “IMT are required to share perimeter data” ( this is local issue for AK – not necessary to put in national SOP

· Fire perimeters should be uploaded and downloaded from GeoMAC FTP site.
Draft SOP for Team Transition

Create a matrix to identify tasks, responsibilities for scenarios: team to team, team to local unit; shrinking team, growing team; 
Define in the transition documentation, when was the last version of each map produced.

Draft SOP for Minimum GIS Expectations 

cover GIS Method of Work for incidents

· ?? determine coordinate system used, - use one preferred by the locals?

· setting up work space

· determining if you have adequate equipment

· print only from PDF versions.
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