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 OFFICE OF EMERGENCY SERVICES

Environmental Planning and 

Historic Preservation (EHP) Program 
PACKET INSTRUCTIONS


1. EHP PACKETS
An EHP Packet is required for ALL Training, Exercise, and EACH identified item of equipment.

2. WORKBOOK INSTRUCTIONS

A separate EHP Workbook will be sent to each jurisdiction.  
A. Complete columns highlighted in yellow: 

1. EHP Project Code (Roman numeral I-VIII)
2. Packet to OES Date.

3. SCREENING MEMO INSTRUCTIONS (Federal Form)
All sections:

Leave sections blank that require no entry but do not delete these sections.
Most boxes allow unlimited text entries.
If cutting and pasting, use Edit Paste Special-Unformatted text.  
To enter a check in a Check Box, place cursor over or near the box.  
Double click to display the Check Box Form Field Options.  
In the Default Value section, click on the Checked box.
Section A: PROJECT INFORMATION 
A. Using the Check box procedure above, check the Project Type (s).
NOTE: There can be multiple project types for one Project. 
B. Equipment, specify the AEL and the total cost.
Example-AEL -06CP-01-BASE-$1,500, Base Radio
C. Training, Enter State feedback number, total cost (by feedback number), and Training Title

Example, 09-14192, $7,598, CSTI Terrorism II or 21GN-00-TRNG, Radio training
D. Training and Exercise

i. Using the Check box procedure above, indicate whether Classroom, Field, or Both

E. Enter your agency under Subgrantee.

F. Enter the Alpha Project number and title.
Example: A-Strengthen Communications Capabilities 
Section B: PROJECT DESCRIPTION/LOCATION 
A. For the Project Type (s) selected, complete the questions.

I. For Project VI Training and Exercise

a. Check box and enter description (feedback # and title)

b. Enter name and address of the training facility or exercise site

c. Check if Field-based or Classroom-based
i. If both enter the percent of each (field based 20%, classroom based 80%)
d. If field based, check yes or no question about approved facility
e. Check yes for site photos (and include an aerial photo)
f. Answer next 3 questions about ground disturbance and installation of equipment or structures.

g. Enter the scope of training

i. Include number of participants, course or exercise title, type of materials, type of instruction (lectures, discussion, table top exercises) installation of any equipment, and any toxic materials that will be used.
ii. For field based discuss the types of activities that will occur in the field: use of explosives, heavy equipment lifting, use of chemicals, etc. 

iii. Examples:

Course XYZ will cover the following topics: xxxx, xxxx, and xxxx.  The classroom training will be held in an existing fire administration building for approximately 25 participants and will consist of lectures, group discussions, and table top exercises.  Existing projection and computer equipment will be used.

The field based training will use special equipment that does not affect the environment such as ladders, ropes, and approved fire fighting gear.

The field based training will include deployment of non-toxic, non-hazardous material on a limited basis approved for use in a contained training setting.
The field based training will include low-charge riot control chemical agents approved for training to mitigate terrorist threats.

II. For Project VII-equipment
a. Enter a description of the item, the AEL number and location is applicable. 

i. Examples:

A base radio (06CP-01-BASE) will be installed on an existing communication console in the fire administration building at XXXX Street, City, State that was built in 1974.  Existing wiring and antennas will be used.
The microwave antenna (06CP-03-MWAV) will be clamped to an existing communication tower at xxx Street, City, State.  The communication tower was installed in the 1960’s.  Permits were obtained and all zoning and environmental regulations were followed.

The video display (04MD-03-DISP) will be installed on a movable console to accommodate various locations within the City.  The console is equipped with wireless access and will not require any wiring.
The generator (10GE-00-GENR) will be installed in the paved parking lot on the City’s administration complex at xxx Street, City, State.  The vendor is licensed and will obtain all necessary government permits and clearances for this project.

Section C: CONSIDERATION OF RESOURCE IMPACTS
A. Complete all sections of the Table.
B. Evaluate each line and if no impact, enter an X in the box explain why there is no impact even if it seems clear.
I. Equipment
a. Examples

The radio will be installed inside the existing administration building using hand tools and will not affect noise levels.
The air quality will not be affected because the surveillance equipment will be installed inside the lobby of an existing building.  Small had tools will be utilized in the installation.
The camera will be installed on an existing light pole and the ground will not be disturbed causing no adverse affect on geology or soil resources.  The light pole was installed in 1996 complying with all governmental and environmental regulations.
The security fencing will be installed on the perimeter of the fire agency site.  The ground will be disturbed for the installation of 25 fence posts.  The vendor will obtain all necessary governmental permits ensuring there is minimal impact to geology and soil resources. (The Potential to Impact box should be checked in this instance.) 

II. Training/Exercise

a. Examples (Thank you Pine Valley for a form approved by FEMA)

The proposed training is classroom-based and does not involve live fire or other conditions which might adversely impact air quality.
The proposed training would take place in an existing enclosed classroom, on an existing paved site, away from any wetland areas and nearly 50 miles from the coast. Students listening to instruction and reviewing printed textbooks should not reasonably affect groundwater or local water sources.

The proposed training would utilize existing infrastructure that is currently dedicated to the same purpose: training of emergency responders. Occupation and use of the facility for this training class would be no different than its use for the classes currently held at the facility.

Section D:  OTHER INFORMATION 
A. Complete this section if there is other information to report.
4.  AERIAL PHOTO INSTRUCTIONS
A. Obtain an aerial photo for all training and exercise and any equipment that will be installed.

B. Mark photo with information about the project (i.e. fences, poles, camera locations).
C. Add a Legend.
D. Paste into a Microsoft Word document.

E. Add your identifying information such as Agency name, Grant, Project, and AEL number.
F. Write a brief project description.
5. COVERSHEET INSTRUCTIONS (OES Form)
A. Check Grant Id section;

B. Enter:

1. Your Agency, 
2. AEL or Training Tracking Number, 
3. Total Cost, and 
4. Workbook Project Letter

C. Enter a brief Project Description.
D. Check to indicate what documents are being submitted.
E. Enter the Name and Phone Number of the Person submitting the forms.
F. Sign and Date the Coversheet. (if emailing the signature is not necessary)
6. SUBMIT THE EHP PACKET TO OES.  

A. Please email the Word documents to Kathy.McNairnie@sdcounty.ca.gov or Ardath.DeRose@sdcounty.ca.gov.
1. This will permit OES to revise forms when new clarification is received form the State.
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