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Digest:  

19 - Establishes responsibilities for check-in and check-out program.  

19.4 - Updates protocols for Wayne National Forest check-in and check-out program, including daily actions and in the event of an overdue or missing employee.  

19 – CHECK-IN AND CHECK-OUT PROGRAM
19.04 – Responsibility
19.04b – Safety and Occupational Health Managers and Officers
It is the Forest Safety Officer’s responsibility to evaluate and monitor the Forest’s Check-In and Check-Out Program.
19.04d – First-Line Supervisors
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.  

19.04f – Employees
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 Wayne 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. 
19.4 – Protocols

19.4.2.  Check-in and Check-Out Procedures:

b. When to check-in and check-out

Daily Operations (Monday-Friday):  
Employees should sign “In” upon arrival at the office and sign-out as “Off Duty” when they are not working or go on annual leave. When leaving the office for work in the field or telework, employees must sign “Out” and note specifically where they will be located and estimated time of return. If an employee changes location or estimated return time, they should notify the Front Desk of these changes. 
19.4.5.  Overdue and missing response procedures.

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.

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

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.

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 or dispatch 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

19.4.6.  Weekend and after hour protocol.

WEEKEND OPERATIONS. (Saturday and Sunday) and Special Events
Same rules apply for weekdays as described above.

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 below about identifying and using a substitute for a supervisor (ie. spouse, friend, etc.). This can also be used if the procedures above are followed.
AFTER HOURS.

Any work in the field before or 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 before or after your unit Front Desk’s hours of operation, and to communicate this information to the Front Desk in advance. 
Employees can use a substitute (such as a spouse, family member, friend, etc.) 
for their supervisor as a means for checking in before or after hours. If employees choose this alternative, they need to inform their supervisor of their substitute contact and ensure that the substitute understands their only responsibility is to inform the supervisor or line officer of the employee’s location/status. Employees are to provide their substitute the contact information for the supervisor(s) in case of an emergency. 

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 or their supervisor immediately and ensure after hour procedures are followed. 

Employees are to contact the Front Desk or their supervisor (in an after hours situation) at the first opportunity or when communication is feasible/possible to check-in.
19.4.7.  Travel status protocol.

OFF-FOREST TRAINING/ASSIGNMENTS (other than fire assignments). 
Employee’s responsibilities are to follow the procedures outlined in 19.4.2.  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.  Employees will call and check in with their supervisor when details or conditions of the assignment change. Additionally, they will provide a day and night time phone number to the supervisor in case the employee needs to be contacted.  

ON-FOREST TRAINING/ASSIGNMENTS.


Employees will follow the same procedures as directed in 19.4.2. 
FIRE ASSIGNMENTS.  A fire assignment is when an employee is requested to fill a fire related position on or off the Forest. 
Employee’s responsibilities are to ensure they have received prior approval from their supervisor to accept the assignment. Employees will inform their supervisor that they have accepted the assignment. 
Fire Staff will contact resource with order and work out travel details.
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.  
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