GSTOP Project

January 18-20, 2006

Team Meeting Notes

NWCG Geographic Information System

Standard Operating Procedures on Incidents Project

(GSTOP)

Meeting Agenda
January 18-19, 2006 8:30 AM – 4:45 PM

January 20, 2006 8:30-12:30

Meeting Location

National Park Service
2795 W Alameda Parkway  

Lakewood, CO
Host Contacts

Dave Hammond (303-969-2953) cell 303-870-5448 home 303-526-7470

Ken Bottle (303-236-4488)
SNOW LINE FOR IF BLDG IS CLOSED: 303-643-8365

Yvonne’s cell: 415/816-2674

Meeting Objectives

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

2. Incorporate Business Community comments on SOP’s

3. Finalize the Standard Operating Procedures for publication
4. Review USGS Map Templates Examples

5. Confirm the timeline and agreements for working with BLM Publications and satisfying NWCG publications guidelines.

6. Outline Change Management Plan

7. Outline Implementation Plan

Project Calendar

Next Conference Call: Wednesday Feb 22 1300 Eastern 

Participants
	1
	Dave Hammond
	Team Member
	Attending

	2
	Elise Bowne
	Team Member
	Attending

	3
	Emmor Nile
	Team Member
	Attending

	4
	Eric Schmeckpeper
	Team Member
	Attending by phone
404-805-8395

	5
	Joe Frost
	Geospatial Task Group- Executive Committee
	Not expected

	6
	John Guthrie
	Team Member
	Attending

	7
	Kim Kelly
	Team Member
	Attending

	8
	Karen Folger
	Team Member
	Attending

	9
	Ken Bottle
	Team Member
	Attending

	10
	Liz Lyle
	Geospatial Task Group- Executive Committee
	Attending

	11
	Mary Kwart
	GSTOP Business Lead
	Attending

	12
	Sean Triplett
	Team Member
	Attending

	13
	Skip Edel 
	Geospatial Task Group- Executive Committee
	Visitor

	14
	Susan Goodman
	Geospatial Task Group- Executive Committee
	Attending

	15
	Susan McLellan
	GSTOP Project Manager
	Attending

	16
	Victoria Smith
	Team Member
	Attending

	17
	Yvonne Burgess
	Facilitator, Project Mentor
	Attending


Invited Guests

	Ron Langhelm
	FEMA Representative
	Not expected


Notes: Need to schedule conference call time for Eric Schmeckpeper to call in.
	Wednesday January 18, 2006  8:30 – 17:00

	08:40 -8:45

	Welcome, Facility Logistics, Meeting Logistics
	Local NPS Host, Sue

	
	Meeting Agenda Overview
	Yvonne

	8:55-9:40
	Design Guidelines for Final Document:

· Get clear on team’s suggestions to provide to Publications team 
· Form and format requirements; field usability issues 

Requirements of the GPO and NWCG guidelines
	ALL

	9:40-9:50
	Proposed Draft 2 SOPs or SOPs as sent out for review: what version shall we update based on review comments?
	ALL

	9:55 -
	BREAK
	

	-11:45


	Subteam Breakout sessions:

· confer and incorporate review comments in SOP document chapters,

cross check comments for potential impact on other chapters

	ALL 



	not
	Project Plan Update
	Sue, Yvonne

	11:45 -13:00
	LUNCH
	

	13:00-14:15
	Review of Revised SOPs

· Map Products
	 All



	14:15
	BREAK
	

	14:20 – 15:10
	Review of Revised SOPs

· Minimum Essential Datasets
	 All

	15:15 – 16:55
	· Symbology
	All

	16:55- 17:00
	Check Thursday Agenda

Closing Comments
	All

	17:00
	Adjourn
	All


	Thursday, January 19, 2006  8:30 – 17:00

	08:30-9:40

	Review of Revised SOPs:

· USGS Map Examples: IAP
	ALL

	9:40-10:50
	· GISS Expectations
	

	11:25 – 13:05
	· File and Folder Structure
With LUNCH Ordered in
	

	13:10-14:50
	· USGS Map Examples: IAP
	

	15:00 – 16:45

	Review of Revised SOPs:

· Data Archiving

· Team Transition 
· Documentation and Metadata
	All

	16:00
	Adjourn for snow
	


	Not completed on Thursday
	Review Introduction and Executive Summary (Mary)

Wrap-up of SOP Final Review: loose ends, action items; document shuffle
	All


	Friday, January 20, 2006  8:30 – 12:30

	8:30

	Review Meeting Accomplishments Agenda for Friday
	ALL

	8:40
	GIS SOPs Change Management
	

	9:00-10:20
	GSTOP Publication Plan: Partnering with BLM Publications team

· What processes/services they provide

· What they will do for the GSTOP SOPs

· Definition of deliverables: what’s the best way to communicate any concerns from the field/GSTOP team?

· Coordination: Who is the GSTOP liaison?

· Timing: lead time, turnaround time
	Susan

Supervisor from BLM Publications

	10:20
	BREAK
	

	10:35-11:20
	GSTOP Implementation Plan
	All

	
	BREAK – sort out revisions to MED spreadsheet for optional layers, optional symbology
	

	11:40-12:25
	Next Milestone Planning: action items, next meetings
	Sue and All

	12:25
	Meeting Review

Acknowledgements and Closing 
	All

	12:30
	Adjourn
	


Agenda Overview
· If this is a good sequence for the reviews perhaps we should consider resequencing the SOP chapters. Team agreed to this new organization:
Executive Summary

Introduction
Acronyms
Chapter 1.  GIS Minimum Expectations

Chapter 2.  File Naming and Directory Structure

(Appendix 3.)  Sample Directory Structure
(Appendix 4.)  Sample File Names
Chapter 3.  Documentation and Metadata

Chapter 4.  Minimum Essential Datasets

MEDs for Map Products (spreadsheet)
Essential and Optional Datasets Specifications (spreadsheet)
Chapter 5.  Map Symbology

Map Symbology Samples

Chapter 6.  Map Products

Map Product Definitions
(Appendix 5.) Map Product Samples (posted on http://gis.nwcg.gov/gstop)
[NOTE TO GRAPHICS: place Definitions and Samples on facing pages]
Chapter 7.  Data Archiving and Sharing

Chapter 8.  Team Transition
Appendix 1. ICS Form 213- General Message Form (posted at : http://www.nwcg.gov/pms/forms/icsforms.htm)
Appendix 2.  ICS Form 214- Unit Log (posted at : http://www.nwcg.gov/pms/forms/icsforms.htm)
Glossary

References

· Optional topic: website – did not address this
Meeting with Publications Team

See GSTOP Publications Concerns.doc
The SOP Final Review

Using Draft 2 vs. Original Draft
Chapter scope, purpose, update etc. that was repetitive was removed

Comments came in referencing original draft.
Acceptance criteria and rationale – better as background info, not for the final standard. May need some of this back 

( update draft 2 chapter for review DONE
( track disposition of all comments received in the Comments by Chapter.doc file DONE
ISSUE: Audience – we don’t cover all GIS requirements for fire use

This covers enough of the needs. (Mary)

( Cover this in the Introduction (Mary)
ISSUE: Want to keep the Acceptance Criteria and Rationale. Where?

Discussion: Yes, it’s useful for next revision.

If not in the document: Could be lost if not in the document.

Maybe an appendix. Could be on the web as Change Management doc, Could just keep old version.

( Include Acceptance Criteria and Rationale information (which had been pulled out for Draft 2) into the Change Management Document posted on GTG web. (Sue)
ISSUE: Looks like we’re not addressing collection of incident data – this is a big part of the GISS job. MED covers base layers. Some is addressed in GISS Expectations.

Discussion: The class and taskbook addresses some of this, but that doesn’t tell what data to collect. We can tell them but it may not all be available. There’s no standard way to do it. Example: see the matrix that came from DPRO a task aid that covers: to get this data, talk to whom? That is a teaching tool to help people understand where data comes from.

( GTG: Proposed white paper: how to map a fire (Sean)
( Remove the GSTOP project website and incorporate results/SOPs in the GTG website, with clear links so SOPs can be easily found.

( Load Symbols to the GTG website and accessible. (Ken)

ISSUE: GSTOP Project closeout communication to GTG should include all the items that they could address in the future

( Prepare project closeout report to GTG (Sue)
( GTG: Standard style sets need to be maintained regularly by the GTG.

ISSUE: Datum on maps, SIT Unit Leaders always want datum shown which is important to those using GPS, although it is unclear which datum to show (of the data, of the display). Question: what do we do when there are no coordinates shown on the map?
( GTG: This maybe a training issue re: what datums to use, standard datum for GPS users (Susan)
USGS Map Examples (review part 1)
(JohnG has more comprehensive notes on this review.)
Objective is to have examples for the 5 Standard Maps for the SOP document; other examples for each of the other types of maps.
If you have color and black and white, the goal is to get the map as readable as possible. Tradeoff professional layout, or allow moving of titles/legend to suit 

Correct all samples to show NAD83.

	Map Name
	Discussion
	Notes

	Incident Action MAP
	Heavy use of the hill shading, we don’t use it because it messes up the black and white version.
	Remove all shade relief (for hill shading, in the fire polygon [fire perimeter])


	
	Page 5 of 11? Consider using one that fits on one page
	

	
	Would have a legend on the index, not every page
	Have legend on every page

	
	Location of the template
	Place it anywhere as long as it doesn’t cover an area of interest


Map Symbology
( Provide non-standard rehab symbology, which had been documented separately, to the GTG/GSTOP Symbology team. (Victoria)
( Check impact on Symbology list for required/optional symbols using revised Map Product Definitions (Ken)

GIS Specialist Expectations

(GTG: What is GTG doing with FIMIT? (Susan)
USGS Map Samples (review part 2)

( GTG Future: Create an MXT for the GSTOP project.

Regarding the map Legend:

· keep it as small as possible

· place it anywhere, as long as it doesn’t cover an area of interest.

· Logo are typically not shown on IAP legend.
(Use thin North arrow on IAP sample (JohnG)
(Have each map example, show only the required elements (JohnG)
(Drop all logos on map samples (JohnG)
(Consider using the DPRO classwork maps (JohnG)
Minimum Essential Datasets

( Sort out revisions to MED spreadsheet for optional layers per revised Map Product Definitions (Karen and JohnG)
Data Archiving and Sharing
ISSUE: Regarding the GISS’s responsibility for IR data

Discussion: It’s a huge dataset, and a huge workload, which impacts access time to the base data folder if kept there. Like digital photos, although IR data (raw imagery and interpretation layer) may be shown on a map, it is an input. It’s not technically GIS data so although the person who is a GISS may assist with managing IR data, it is not explicitly the responsibility of the GIS function.

The IR folder could be kept separately. Cut it to a CD and that’s the archive. Still, the GISS has no explicit responsibility to manage IR data – that is the responsibility of the IRIN.

The IR function is becoming a separate section in the SITL Taskbook. 

Phoenix base data is incident data, not base data.
( IRINs may be interested in using the GIS SOPs. Pass them onto the IRs. (Elise)
Introduction

( Check Comments by Chapter document, under General Comments #4 for anything that may affect the Introduction. (Mary)
Website

( GTG Future: Consider posting GSTOP project documents and SOPs in RTF format for reuse.
GIS SOPs Change Management

How often will the SOPs be updated?

· The SOPs will be valid for 1 year.
· In general, a 3 year revision cycle; First version to be reviewed after 1 year
· Critical changes or any addendum will be posted on GTG website

Who responsible for administering the document?

· GSTOP team completes when the final SOPs are published.
· GTG is responsible for administering the SOPs.
ISSUE: Is there a need for continuity with GSTOP project, for later updates?

Discussion: Could pull together an SME subgroup at the time of the next update. Project documentation re: rationale and selection criteria serves that purpose too.

( Formalize the Rationale/Selection Criteria for use by the Change Management process. Pull latest version of text for those items from SOPs Draft 1, correct and provide  to Mary by 2/3(Everyone) 

How will Revision Requests be captured?

· Need to have a way to filter substantive comments from non-substantive comments.

· Post Change Management Plan which includes Rationale/Acceptance Criteria to filter comments so they are useful.
· Revision Request Process: All Revision Requests to be sent through GTG representative on standard form, available on GTG website

( add GIS SOP Suggestion Form to the GTG website (Susan/DO’Rourke)

( GTG: Designate a person to review SOP Revision Requests
( GTG: Post a schedule on the GTG web for when Revision Requests will be reviewed, e.g. “will review revision requests at the fall 2006 meeting”
How will critical updates be distributed?
· Critical Updates will be posted on the GTG website.
· An annual letter notifying of critical updates will be distributed through the NWCG process.
(Consolidate subteam contributions re: Rationale/Acceptance Criteria and prepare Change Management document draft. (Mary)

( Present GIS SOP Change Management document to GTG for initial review (Sue)

RE: the “Pocket Guide”, is this an SOP Pocket Guide or a GISS Pocket Guide?

Per Susan, we’ll start it as a GIS SOP Pocket Guide, and then revise it in two years to include other job aides for the GISS.

(GTG Future: Put up a survey/feedback mechanism on the web asking what information/job aides folks would want in a GISS Pocket Guide.
GSTOP Implementation Plan
How will we get the word out about the new SOPs?
· GIS SOP Contact for each region will work with the GACCs on SOP implementation:
· PNW(Kim Kelly)
· Southern (Sue McLellan)

· Eastern (Steve Westin)
· Southwest (__)
· EGB (__), WGB (__), Northern Rockies (__)

· NorthOps (Victoria Smith)
· SouthOps (Karen Folger)
· Alaska (Sean Triplett)
· Rocky Mountain (Elise Bowne)
( Complete the nominations for regional GIS SOP Contacts (GTG/IRMWT)
· Regarding communicating with the states, we’ll use:

· ECC

· NASF

· Unofficial channels: Southern GIS Task Force, Northeast IRM Rep

Announcements via email, official and unofficial channels

· Giss_group@yahoogroup.com (about 60 folks)

· Victoria’s Lotus Notes (group of a couple hundred federal folks)

· ROSS list of GISS personnel

· OES, CDF

Presentations may be made by GIS SOP Contact at the following meetings: 
· Incident Management Team meetings
· GACC

· PNWCG group

· GTAG meetings

· IC meetings

· GACC office meetings, Conferences

( Prepare a standard GIS SOP presentation for all GSTOP team members to have ready at hand (Victoria will pull from her Feb 8 presentation and hand off to Kim to complete)
( Review and approve the standard GIS SOP Presentation prior to any formal presentations of the projects results. (Sue/GSTOP, GTG)
Action Item Summary
5( track disposition of all comments received in the Comments by Chapter.doc file DONE


6( Include Acceptance Criteria and Rationale information (which had been pulled out for Draft 2) into the Change Management Document posted on GTG web. (Sue)


6( GTG: Proposed white paper: how to map a fire (Sean)


6( Remove the GSTOP project website and incorporate results/SOPs in the GTG website, with clear links so SOPs can be easily found.


6( Load Symbols to the GTG website and accessible. (Ken)


6( Prepare project closeout report to GTG (Sue)


6( GTG: Standard style sets need to be maintained regularly by the GTG.


6( GTG: This maybe a training issue re: what datums to use, standard datum for GPS users (Susan)


6( Provide non-standard rehab symbology, which had been documented separately, to the GTG/GSTOP Symbology team. (Victoria)


6( Check impact on Symbology list for required/optional symbols using revised Map Product Definitions (Ken)


6(GTG: What is GTG doing with FIMIT? (Susan)


6( GTG Future: Create an MXT for the GSTOP project.


6(Use thin North arrow on IAP sample (JohnG)


6(Have each map example, show only the required elements (JohnG)


6(Drop all logos on map samples (JohnG)


6(Consider using the DPRO classwork maps (JohnG)


6( Sort out revisions to MED spreadsheet for optional layers per revised Map Product Definitions (Karen and JohnG)


8( IRINs may be interested in using the GIS SOPs. Pass them onto the IRs. (Elise)


8( Check Comments by Chapter document, under General Comments #4 for anything that may affect the Introduction. (Mary)


8( Formalize the Rationale/Selection Criteria for use by the Change Management process. Pull latest version of text for those items from SOPs Draft 1, correct and provide  to Mary by 2/3(Everyone)


8( add GIS SOP Suggestion Form to the GTG website (Susan/DO’Rourke)


8( GTG: Designate a person to review SOP Revision Requests


8( GTG: Post a schedule on the GTG web for when Revision Requests will be reviewed, e.g. “will review revision requests at the fall 2006 meeting”


9(Consolidate subteam contributions re: Rationale/Acceptance Criteria and prepare Change Management document draft. (Mary)


9( Present GIS SOP Change Management document to GTG for initial review (Sue)


9(GTG Future: Put up a survey/feedback mechanism on the web asking what information/job aides folks would want in a GISS Pocket Guide.


9( Complete the nominations for regional GIS SOP Contacts (GTG/IRMWT)


9( Prepare a standard GIS SOP presentation for all GSTOP team members to have ready at hand (Victoria will pull from her Feb 8 presentation and hand off to Kim to complete)


9( Review and approve the standard GIS SOP Presentation prior to any formal presentations of the projects results. (Sue/GSTOP, GTG)
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