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Digest:  

2015 Currency Review – Updated Forest Supervisor’s Signature.  No other changes.  

11- general travel
11.12 – Job Hazard Analysis

11.12.2 – Check –out/check –in system for all Ottawa National Forest Employees to be implemented at all units of the Ottawa National Forest. 

11.12.3 OBJECTIVE.  Is to provide for the safety and accountability of our employees while in the field and to ensure all employees return to their duty stations safely.  Ensures proper radio communications are used throughout the forest and that we avoid unnecessary delays in responding to employees who may need assistance. 
11.12.4 RESPONSIBILITIES.  

11.12.4.1 EMPLOYEE.  It is employee’s responsibility to read and understand this policy fully and if they have questions to direct them to their supervisor.  This policy is to be followed at all times by all personnel assigned to the Ottawa National Forest.  Employees will be responsible to understand how the radios, radio system, and/or cell phones work before going into the field.  All employees using a hand held radio will carry with them an extra battery.  Prior to departing for the field employees will ensure their assigned vehicle is in a well maintained, clean, and serviceable condition. 
11.12.4.2 SUPERVISOR.  It is the Supervisor’s responsibilities to ensure all employees are trained and understand this policy through the utilization of safety meetings, unit meetings, and one-on-one training if necessary.  Supervisors will ensure all employees are following the policy.  Supervisors will provide well maintained and serviceable vehicles for employees to drive to and from their work location.  
11.12.5 BASIC PROCEDURES.  Employees will utilize the Check-In/Out Board to indicate correct and current status.  They will contact their unit Front Desk if their location or itinerary changes throughout the day.  
11.12.6 WORK SITUATIONS

11.12.6.1. Daily Operations (Monday-Friday):  
Thus, the only action required is when signing out of the office for work, telework, or

leave, then signing in when you return.
11.12.6.2. Any work after your unit Front Desk’s hours of operation, must be approved in

advance by the employee’s supervisor. The employee’s supervisor is then responsible for

ensuring 
the employee has returned to the duty station after your unit Front Desk’s hours of 
operation. It is the responsibility of the employee and supervisor to plan ahead and 
establish means of communication for work after your unit Front Desk’s hours of 
operation, and to communicate this information to the Front Desk in advance. 
11.12.6.3. Employees can use a substitute (such as a spouse, family member, friend, etc.) 
for their supervisor as a means for checking in after hours. If employees choose this 
alternative, they need to inform their supervisor of their substitute contact and ensure that 
the substitute has contact information for the supervisor(s) in case of an emergency. 

11.12.6.4. If an employee finds themselves in an unplanned situation in which work after 
your unit Front Desk’s hours of operation are likely, the employee needs to contact the 
Front Desk immediately and then begin immediate actions to return to their duty station 
(if reasonable). This is why it is so important for employees to plan ahead and avoid 
these situations as much as possible.
11.12.6.5. Once a primary paved road is reached and the employee’s next stop is in 
station, the employee can contact the Front Desk or their supervisor (in after hour

situations) and check-in at that time. 
11.12.7. WEEKEND OPERATIONS. (Saturday and Sunday) and Special Events
Same rules apply for weekdays as described above.

11.12.6.7. Employees working on weekends must have advanced approval from their supervisor. The employee’s supervisor is then responsible for ensuring the employee has returned to their station. It is the responsibility of the employee and supervisor to plan ahead and establish means of communication. See the section above about identifying and using a substitute for a supervisor (ie. spouse, friend, etc.). This can also be used if the procedures above are followed.
11.12.8. OFF-FOREST TRAINING/ASSIGNMENTS. 
Off-Forest training/assignments: Employees and their supervisors are responsible for safety during off-Forest training/assignments (other than fire assignments). The employee should inform their supervisor and Front Desk of when they will be leaving, their estimated time of arrival, and their estimated time of return.

11.12.8.1. Employee’s responsibilities are to follow the procedures outlined in 11.12.6.1.  Employees will call and check in with their supervisor periodically during their assignment. Additionally, they will provide a day and night time phone number to the supervisor in case the employee needs to be contacted.  

11.12.8.2. On Forest Training/Assignments will be follow the same procedures as directed in 11.12.6.1. 
11.12.9. FIRE ASSIGNMENTS.
A fire assignment is when an employee is requested to fill a fire related position on or off the Forest. 
11.12.9.1. Employee’s responsibilities are to ensure they have received prior approval from their supervisor to accept the assignment. Employee’s will inform their supervisor that they have accepted the assignment. 
11.12.9.2. Fire Staff will contact resource with order and work out travel details.
11.12.9.3. Individuals will contact Fire Staff  if assistance is needed when en-route to assignment, contact Fire Staff upon departing /demobilization   from the incident, and contact Fire Staff when arrived at home unit or residence.  
11.12.10. OVER-DUE EMPLOYEES.
An over-due employee is an employee that does not check-in 30 minutes after their designated check-in time and a reasonable attempt to contact the employee over the radio and/or by phone has been made with no success.

11.12.10.1. Supervisor (in after hour situations) responsibilities are to:

· Check residence to make sure individual is not at home

· Check with the employee’s unit to see if  vehicle assigned to the employee and/or the employee’s personal vehicle is there

· Notify the unit Line Officer

· Notify Law Enforcement
· Coordinate with other employees to speed up an attempt to locate the employee

· Continue attempting to make radio and/or phone contact with employee

· Check last known field work location for employee or assigned vehicle

11.12.11 MISSING EMPLOYEES

The supervisor, unit Line Officer, and Law Enforcement will discuss if/when to declare the employee as missing, and if so, the appropriate actions to take thereafter.

11.12.11.1. In the event that an employee is missing:
Supervisor responsibilities are to:

· Inform unit Line Officer by radio, phone, or in person of areas already searched and the finding in those areas 

· Work with the County Sheriff’s Office and Search and Rescue resources

· Staff front desk to provide communications and phone services until employee is located or the search is called off by the County Sheriff 

Unit Line Officer responsibilities are to:
· Notify Law Enforcement

· Notify the responsible County Sheriff’s office of a missing employee and request Search and Rescue resources
· Coordinate with the County Sheriff’s office and Search and Rescue resources

· Provide personnel and equipment assistance to the County Sheriff’s office and Search and Rescue resources as requested
· Notify the missing employee’s family

_1019647627.doc
[image: image1.png]UAS







