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Digest:  In order by code, summarize the main additions, revisions, or removal of direction incorporated in this supplement.
50 – Provides procedures designed to provide employee safety and security in the office and field.

51 – EMPLOYEE SAFETY AND SECURITY  

51.04 – Responsibility.  It is the responsibility of the supervisor to ensure appropriate communication is in place to facilitate a safe working environment for their employees.  It is the responsibility of the employee to know and follow the procedures established by their supervisor.

51.1 – Procedures

Office 


1.  District offices and Forest administration buildings shall ensure that at least two employees are in the building when they are open to the public.


2.  If a front office employee, in an office or Forest administration building, is alone for even a short period of time, the doors will be locked and the building closed to “walk-in” business.  Signs stating the office is “Temporarily Closed to Walk-In Business and Will Re-Open at (with a blank space to write in date and time)” should be readily available to all facilities to post for public notice.  Every effort should be made to schedule staff to assure there are always at least two employees or enrollees present in each building when open to the public.


3.  Installation of a panic button at each unit’s front office is encouraged.


4.  All office back or side entrances will be posted “employees only”.


5.  A protocol list for handling emergency situations in the office will be included in the Occupant Emergency Plan (OEP) located at each unit’s front desk.

Field


1.  Sign in/out boards/sheets are available at all offices and must be used by all employees (no exceptions).  The sign in/out boards/sheets should cite specific location or route of travel, estimated time of return and whether employee has radio/phone.


2.  Each supervisor is responsible for supplying an adequate amount of communication devices for their employees during work hours.


3.  Supervisors are responsible for assuring their subordinates have returned to the office at the end of the day.  They can make arrangements to have other employees do this for them.  However, this plan (for other employees to assure return of subordinates) should be discussed and established well ahead of time.


4.  Employees who are scheduled to work alone and operate power tools, machinery, mowers or other pieces of equipment shall meet all qualifications and responsibilities specified in the Forest Service Health and Safety Code Handbook, FSH 6709.11.  See Chequamegon-Nicolet Forest chainsaw supplement for chainsaw use.


5.  There is a critical need for employees to check in when working alone.  Employees working alone should try to check in to the unit at least once a day by radio or telephone.  All employees must communicate before leaving if they know they will be working late or if they know they will not be able to communicate during the day.  District Rangers and group leaders should establish a routine that works best for their groups and employees.
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