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Subject:Team Transition 
Purpose:  
This SOP provides the GIS function an effective and consistent method of transitioning from one operational GIS group to another.  The objective of this SOP is to provide the methods of work and direction to ensure that all data and products—plus other related information are transferred successfully.

Scope/Overview: 

This document is intended to provide transition guidelines and procedures to GIS Specialists working within the ICS.  Presently, there are draft IMT transition standards and templates.  This SOP will provide additional documentation related to GIS on Wildland Fire Incidents.

Specifications: 

Transition of the GIS function refers to any hardware purchased by the incident GIS plus all relevant GIS data and media.  It is important that all data are transferred and remain in their current directory structure per SOP for GIS File Naming and Directory Structure.
Procedures: 

Transition is marked by a time of chaos and relief.  It is always important for the GIS unit to remain focused and follow procedures when operating during this time period.  

The first procedure that must be addressed is transferring data from one storage device to another. The most critical element is to preserve the directory structure, drive letter mapping or to follow Universal Naming Conventions (UNC) from one GIS unit to the next.

GIS units use a variety of media when operating on an Incident.  These storage devices range from basic shared drives on computers utilizing workgroups, shared portable hard drives, and advanced computer networks utilizing switches, hubs, DHCP, and Snap Servers. Several methods can be used (Peer to Peer, DVD, extendable hard drives).

General Guidelines:

· Before saving all final products, turn off all software extensions so that the final GIS documents can be opened with the basic installation of the relevant GIS Commercial Off-the-Shelf Software (COTS). 

· Before data transfer begins, archive all Incident data to permanent media. (ref. SOP for GIS Data Archiving and Sharing).
· Document any unique characteristics of the data, along with the software (including version) and any tools being used.

· Check for any sensitive information and what guidelines need to be satisfied for it to be transitioned to the next team. (This could include the need to reformat contractors’ hard drives or any other media that will be leaving the incident.)

Documentation useful at transition includes: 

· An image, hardcopy, and a list of each map type that has been produced on the incident as an example of products produced.

· A short narrative describing the status of equipment, workload, work schedule, and other activities.

· A list of resources being used for mapping and data collection. (IR, Contract, NTM, Helicopter, FOBS) 
· If one or more GIS Specialists remains on the Incident, work with the SITL to describe the skill sets of the individual GISTs to better utilize them with the incoming team and advise of their schedule and availability.

· If the SITL authorizes use of nonstandard symbols on an incident, the GIS Specialist should include necessary documentation in the transition package to incoming Incident Management Teams (IMTs) or GIS Specialists.

· The outgoing GIS Specialist will include this map symbology information with incoming GIS Specialists or the SITL during transition briefings.  This is to facilitate consistency in the use of map symbols throughout the life of an incident.

To ensure transition is complete, use the following checklist:

· Are there enough GISTs and is workload appropriate?
· Are the incoming GISTs able to reproduce products by the existing unit?
· Are the needs of the local unit and other entities being met?
· Is the local unit able to work with the new GIS Unit to continue to access the GIS data? (e.g., sharing of perimeter data)
Responsibilities: 

It is the responsibility of the outgoing GIS Specialist to:

· Ensure that the incoming GIS Unit has a clean, usable, and documented copy of the Incident Data. 

· Satisfy requirements for the handling of sensitive data.

It is the responsibility of the outgoing GIS Specialist and SITL to:

· Ensure that the GIS staffing and equipment requirements are planned for and will be met during the transition  

It is the responsibility of the Incoming GIS Unit to:

· Test and verify that all data have been transferred successfully and are fully usable (access, read, and edit) from the target storage device to which the data were moved.
Communications: 

If any Sections and Units on the Incident want maps, requests should be made to the SITL directly.

The CTSPs of the outgoing and incoming teams should be made aware of the status of the GIS Unit, including its network, hardware, and software usage.

Selection Criteria

Changes or additions to Transition procedures should follow the change management process established by the GTG.  Guidelines and checklist are established in this SOP.  These guidelines and procedures ensure a complete and thorough transfer of GIS data, personnel, hardware, documentation, and GIS Unit responsibilities.

Rationale:

The GIS Unit Transition is based on the Incident Management Team Transition Template.  All attempts were made to meet the needs of all NWCG agencies.  

This SOP provides guidance and procedures for assisting teams in the process of transitions.  Although the scope of this SOP focuses on the transition of the GIS Unit from IMT to IMT, it can be used when teams transition back to the local agency.  It is intended that this SOP will provide procedures that will ease the exchange of data and information during times of transition.  
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