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Situation Reports (SitReps) keep national and regional staff informed of evolving conditions during emergencies. They support OSHA leadership in planning and determining response decisions and help ensure worker and responder safety and health throughout an incident. SitReps also serve to document OSHA’s actions and contribute to telling the story of the agency’s response efforts. This job aid guides users in developing clear, consistent SitReps by outlining key information to include.

Situational Reports should be warranted for significant complex emergencies.  Triggers that may warrant the need for situation reports include Presidential Declarations, Stafford Act activations, National Contingency Plan implementations, FEMA Regional Response Coordination Center activations, EPA and US Coast Guard Regional Response Team activations, as well as events impacting wide-scale and geographically extensive areas, such as large-scale terrorist attacks (e.g., September 11), Hurricane Katrina, and the Deepwater Horizon Oil Spill.  Consult with the Directorate of Technical Support and Emergency Management, Office of Emergency Management to confirm if situation reports may be needed for specific emergency events.  

Regional SitReps are typically submitted once daily, by 9:00 a.m. EST, to the Directorate of Technical Support and Emergency Management, Office of Emergency Management (DTSEM/OEMP).  DTSEM/OEMP will incorporate National Office actions with the Regional Report and send a consolidated OSHA SitRep to the Office of the Assistant Secretary (OAS) to report to the Department of Labor’s Office of the Secretary as appropriate.
Tips for preparing SitRep
· Place the most urgent and life-saving details at the top.
· Include date for all updates.
· Use same terminology and abbreviations throughout the report.
· Use a narrative, third person writing style.
· Maintain simple formatting with minimal use of tabs and indents.
· Highlight new information in red font.
· Double-check for accuracy, spelling, and clarity.
Information to report
1. [bookmark: _Hlk204689889]Date
Date and time report is submitted.

2. Operational Period
Period of time during which activities were conducted.
· MM/DD/YYYY – MM/DD/YYYY

3. Personnel Accountability/Office Status
Personnel accountability after an emergency involves a systematic process to ensure that all individuals are accounted for and safe. This process typically includes conducting headcounts, verifying the locations of personnel, and checking in with team leaders or designated assembly points. The goal is to identify any missing or injured individuals, report their status, and provide assistance as needed. Effective personnel accountability helps ensure safety, supports coordination, and facilitates emergency response and recovery efforts.
· Status of OSHA staff/accountability (utilizing phone trees, Everbridge, DOL SAFE, Emergency Accountability Status Link (EASL).
· Staff injured, exposed, evacuated, or if a fatality occurred
· Staff personal belonging damage (e.g. house) 

Office Status describes the areas of impact to OSHA offices and operations after an emergency.  Provide an overview of any office closures or delays, specifying the reason for the disruption (i.e. flood waters or wind damage) and how it may affect operational status. Address any damage to equipment.  Include an estimated reopening timeline, outlining when the office is expected to resume normal operations, and any contingency plans in place during this period. 
· Open/Delays/Closures/Evacuations
· Impact on business operations and are alternative workspaces available
· Office damages and updates on repairs
· Equipment status
· Resuming normal operations timeline

4. Preparedness Activities 
After an emergency, preparedness activities focus on identifying immediate needs to resume operations and planned response actions. This action includes potentially determining publication*, equipment, and supply needs, evaluating the number of staff required to support recovery efforts, and developing potential OSHA response structure. *Note some regions may utilize QR codes to distribute OSHA publications and guidance documents. Activities may also include reviewing technical assistance and support response mechanisms and potential funding streams such as FEMA pre-scripted mission assignments and Pollution Removal Funding Authorizations (PRFAs).
· Publications, equipment and supply needs
· Safety and Health Management Systems (SHMS) briefings conducted on pertinent to emergency type and associated hazards including Chapter 7 on Emergency Contingency Plans.
· Maintain situational awareness to inform OSHA response operations (NOAA forecasts)

5. Response Workers Missing/Fatalities/Injuries/Illnesses
Describe/list any known information about workers missing, fatalities, injuries, and illnesses. 

6. Complaints/Referrals 
Describe/list any worker safety and health complaints and/or referrals received.  

7. Summary of OSHA Response Activities
This section describes OSHA response activities conducted including worker safety and health observations and site visits.  Information gathered may assist with planning for future response activities.   
· Technical assistance and support activities including interventions and worksite visits
· Joint Field Office (JFO), Area Command, HASP, staging and distribution site activities
· Details regarding worker safety and health complaints and/or referrals
· OSHA publication and guidance documents and resources
· Summary of operations since last report
· Sampling/Testing
· Site Evidence protocol agreements

8. Number of OSHA Personnel Assigned Table
Total number of OSHA personnel assigned to the incident by field, command and office staff, 

	Office
	Personnel in Field
	Command and Office Staff (Office)
	Total # of OSHA Staff

	Regional Office
	
	
	

	Area Office
	
	
	

	National Office
	
	
	

	TOTAL
	
	
	




9. Activity Summary Table
A snapshot of OSHA field response activities by Area Office and a cumulative total for the response.   Items can be edited as applicable based on the needs of OSHA and DOL leadership.  
	 Item:
	Daily #s
	Total Response #s
(Cumulative)

	
	[name] Area Office
	[name] Area Office
	

	# of interventions/outreach activities
	
	
	 

	# of employees reached via intervention/outreach
	 
	
	 

	# of hazards observed/addressed
	
	
	

	# of employees removed from hazards via interventions/outreach 
	
	
	 

	# non-English Speaking employees reached via intervention/outreach
	
	
	 

	# of enforcement activities
	
	
	 

	# of employees removed from hazards via enforcement
	
	
	 

	# of incident-related complaints/referrals
	
	
	 

	# of incident-related fatalities (workers only)
	
	
	 

	# of incident-related injuries (workers only)
	
	
	

	# of incident-related illnesses (workers only)
	
	
	 



10. Coordination with other Agencies/Organizations
Interagency coordination efforts involve collaborating with various local, state, and federal agencies to ensure a unified response to the emergency. This work includes sharing information, resources, and technical expertise to address worker and responder safety and health needs. OSHA support may include providing technical assistance and support and coordinating with response entities on hazard mitigation.  Additional information can be found at OSHA’s Emergency Management and Preparedness intranet page in sections Key Emergency Management Laws, Authorities, and Plans and OSHA’s Role During an Emergency Response.  
· Other federal/state agencies requesting OSHA assistance (FEMA, EPA, Coast Guard, HHS, state agency, etc.) 
· Areas of collaboration with other entities (Regional Response Team, worker advocacy and community organizations, and others)
· FEMA Mission Assignment or U.S. EPA or Coast Guard Pollution Removal Funding Authorization (PRFA)

11. Media Contacts
Provide any related press or media activities/known stories with potential OSHA implications.

12. Additional Information
Include other notable items not included in other categories here.  
· Field SHMS considerations
· Training issues
· Near misses, first aid, recordable cases
· Employer/employee safety and health issues
· Training issues
· Near misses, first aid, recordable cases
· Will follow-up visits be needed to monitor identified hazards?
· Special areas of focus from the OSHA Office of Assistant Secretary
[See sample SitRep for reference/guide] – will link




