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[bookmark: _Toc159296354][bookmark: _Toc270070078]purpose

This plan provides guidance for reporting employee accountability information during emergencies affecting Human Resources Directorate (HRD) employees (Department of the Interior (DOI), Office of the Secretary, National Business Center (NBC)). To help accomplish this goal, the Associate Director (AD), HRD, has designated an HRD Emergency Coordinator (EC) and two alternates.  The AD may also require HRD organizations designate Emergency Management Points of Contact (EM-POCs) to support the ECs. 

[bookmark: _Toc270070079]BACKGROUND

Employees are HRD’s most vital resource and it is essential to determine and report the status of the workforce when the workplace or surrounding areas are impacted by disasters or other serious events. In an emergency situation, employees may be unable to communicate their whereabouts, well-being, and ability to work to their supervisors. Uncertainty regarding employee status may also result because employees, supervisors, or managers are unaware of reporting requirements, or because reporting systems fail during catastrophic events.  In the later case, this is often due to the fact that first-line supervisors are themselves impacted by the event and are unable to compile accountability data.

[bookmark: _Toc270070080][bookmark: _Toc159296355]scope 

[bookmark: OLE_LINK1]This plan covers all organizational units within the Human Resources Directorate, including employees at the Lakewood, Colorado, campus; Main Interior Building (MIB), Washington, DC; and all other locations to which employees are assigned.  This plan does not currently cover HRD contractors but may be expanded to do so in the future.

[bookmark: _Toc159296357][bookmark: _Toc270070081]roles and responsibilities

All employees should be familiar with their emergency management responsibilities as described in NBCM-AO—6500EM-001, Emergency Management Program Plan, Section 4, Roles and Responsibilities. The following may also be helpful.

HRD Associate Director or NBC Director (or designee).
Designate an HRD Emergency Coordinator and at least two alternates to coordinate HRD preparedness and reporting.  The AD may also request HRD organizations to designate EM-POCs.

HRD Division Chiefs, Office and Branch Chiefs/Managers.
Develop accountability procedures and processes, as needed, including maintaining current, accurate telephone call-trees and Employee Accountability Plan Report spreadsheet (see Appendix D) for employee accountability within their work units.  Assure employees are aware of the responsibility to report status during emergencies and are familiar with the reporting procedures. Collect and report employee accountability information during emergencies and tests.
The following supervisory checklist items for new employee processing are included as part of the HR new employee processing:

SUPERVISOR CHECKLIST
SECTION: What Happens Within The First Week:
	SAFETY AND HEALTH

	Topic
	Electronic document:
	Additional Information
	Questions?  Please see:

	Discuss call-in procedures in emergency situation
	n/a
	Explain call in and reporting procedures in an emergency situation.
	NBC Emergency Management Coordinator



[bookmark: OLE_LINK37]The following new employee checklist items are included as part of the Human Resources Operations Division (HROD) new employee processing:
NEW EMPLOYEE CHECKLIST
SECTION: What Happens Within The First Week:
	SAFETY AND HEALTH

	Topic
	Electronic document:
	Additional Information
	Questions?  Please see:

	Discuss call-in procedures in emergency situation
	n/a
	In an emergency situation, each employee is required to call in and report their status.
	NBC Emergency Management Coordinator



SECTION: What Happens Within The First Two Weeks:
	SAFETY AND HEALTH

	Topic
	Electronic document:
	Additional Information
	Questions?  Please see:

	Enter employee emergency information in Employee Express
	https://www.employeeexpress.gov/DefaultLogin.aspx
	All employees are encouraged to fill out the emergency contact information in Employee Express.
	Your Servicing Human Resources Office




[bookmark: OLE_LINK35]HRD Emergency Coordinators (ECs) and/or EM-POCs.
Emergency Coordinators fulfill employee accountability duties, disseminate training materials and related information, and coordinate planning with supervisors within the assigned organizational unit(s).  ECs aggregate and report information to the NBC Emergency Coordinator and Interior Operations Center (IOC), as necessary, during emergencies and tests. ECs proactively contact work unit supervisors and individuals who have not timely reported status during emergencies.  

EM-POCs may be established to coordinate activities in offices which are not required to have Emergency Coordinators, at the discretion of the Associate Director.

[bookmark: _Toc270070082]Employee Accountability - process

[bookmark: OLE_LINK13][bookmark: OLE_LINK5][bookmark: OLE_LINK10]Offices with significant emergency management responsibilities are required by NBCM-AO-6500-EM-001, Emergency Management Program Policy, to designate Emergency Coordinators.  In addition, the AD may designate EM-POCs to coordinate activities in offices which do not have Emergency Coordinators. The Emergency Coordinator/EM-POC Contact List identifies NBC and HRD ECs and EM-POCs (if any EM-POCs are designated) and is included at Appendix C. HRD EC contact information is provided to all employees as described below.
	Preparation

The following guidance is intended to ensure HRD is able to effectively and efficiently determine the status of employees in an emergency.

· The HRD AD and Division Chiefs are responsible for providing their employees the procedures and information needed for each employee to provide status during an emergency. 
· [bookmark: OLE_LINK4]A memo template providing employee emergency reporting procedures is included at Appendix A.  The memo will be provided as part of new employee on-boarding. Employees will acknowledge they understand their status notification responsibility by returning a signed copy of Page 1 of the memo to their supervisor.  
· Division Chiefs are responsible for keeping the contact information on Page 3 of the memo current and distributing changes to employees.
· Division Chiefs are responsible for keeping the supervisor contact information on the employee laminated cards up to date and distributing updated cards to employees as needed.

· [bookmark: OLE_LINK11]NBC employees are encouraged to input and update their emergency notification point(s)-of-contact in Employee Express.  Employees will acknowledge they understand they should maintain current emergency contact information in Employee Express by returning the signed acknowledgment (Page 2 of the memo) to their supervisor.  

· All HRD Supervisors will maintain a current listing of their employees’ names and offices using the Employee Accountability Plan Report at Appendix D.  This report should be used for all emergency tests and for actual emergency events.  Supervisors must maintain this information with them at all times and are required to record and report their employees’ status at the time of an emergency or test.  
In an emergency (actual or test)

Determining employee status in an emergency requires the effort of all employees.  Both supervisors and non-supervisors have a responsibility to ensure NBC emergency coordinators understand the status of all employees.


· Washington, DC, employees should be familiar with:
· [bookmark: OLE_LINK31]Washington, DC, Area Dismissal or Closure Procedures 
· http://www.opm.gov/oca/COMPMEMO/dismissal.pdf 
· [bookmark: OLE_LINK22][bookmark: OLE_LINK29]NBC’s DC area Welcome to the Neighborhood contains important occupant emergency information:  https://employee.nbc.gov/neop/locations/dc.html
· Denver employees should be familiar with:
· [bookmark: OLE_LINK30]NBC’s Denver area Welcome to the Neighborhood contains important occupant emergency information: https://employee.nbc.gov/neop/locations/Denver.html
· The NBC Denver Occupant Emergency Plan:  P:\Libraries\NBC Policies\Denver\NBC Denver OEP0207.Occupant Emergency Plan.doc  or the most recent version at the same location.

When an emergency is declared (real or test exercise), employees will be notified using standard emergency notification procedures. This may include:
· a campus-wide alarm and/or notification using the public address system; 
· notification on the NBC.gov web site; 
· notification using Division call trees;
· Washington, DC: 
· Government operating status (OPM website) -- http://www.opm.gov/status/ 
· a recorded message on operating status will be provided by OPM's Office of Communications and Public Liaison at 999.999.999;
· Denver, CO: 
· Government operating status (Federal Executive Board website) -- http://www.colorado.feb.gov/ 
· information provided through local television Channels 4, 7, and 9 (information will not be available through radio)
· [bookmark: OLE_LINK23]a recorded message on the NBC Denver Hotline: 999.999.999
In the event of building evacuation to rally points in the parking lot, Emergency Coordinators and alternates will be available at rally points near the buildings to gather on-site employee accountability data.  

For all other emergency situations, employees will immediately follow the steps outlined below until they have successfully reported their status.

1. Employees will phone their first line supervisor as specified by our office’s contact list or the laminated HRD Emergency Accountability Reporting card (Appendix B). Don’t call any other supervisor (unless the office contact list and/or HRD Emergency Employee Accountability laminated card lists an additional supervisor).

2. If an employee cannot call and speak directly with their supervisor within one hour of a known emergency situation, the employee will leave a message with their supervisor and email their status to their supervisor and to the HRD Emergency Coordinators at ------------------@nbc (or call if no email is available: Primary HRD Emergency Coordinator – 999.999.999; Alternate HRD EC - 999.999.999; or Alternate HRD EC – 999.999.999).  Email is expected to be available through failover to the NBC’s Herndon, Virginia, data center.

3. [bookmark: OLE_LINK26]If any employees cannot speak directly to their supervisor by phone and cannot send email to Emergency Coordinators at --------------------@nbc.gov or call HRD Emergency Coordinators, then the employees should call the Employee Accountability Unit of the Interior Operations Center at 999.999.999 to report. 

4. [bookmark: OLE_LINK28]If telephone and email contact with HRD Emergency Coordinators cannot be made and internet is available, the employees should go to http://www.doi.gov/emergency/locator.html to report status.

5. [bookmark: OLE_LINK38][bookmark: OLE_LINK27][bookmark: OLE_LINK50]If employees are unable to make contact using 1 through 4 above and in catastrophic situations when operations cannot be maintained in the Washington, DC, area, employees may contact the alternate employee accountability unit at: 999.999.999, and should also go to http://www.doi.gov/emergency/employee_reporting.html to obtain contact information for reporting status.

If a Supervisor has not received status from an employee within one (1) hour of notification of an emergency, the Supervisor must begin attempts to contact the employee using alternate contact methods until they are able to verify the status of all employees. The one (1) hour period is not a hard rule and Supervisors must use discretion in determining when it’s prudent to begin efforts to locate employees.

Supervisors must ensure their Actings are fully prepared to meet these responsibilities.

Supervisors will regularly report employee status to the HRD Emergency Coordinator and/or EC alternates until the status of all employees in their unit is known. 

The HRD Emergency Coordinator will consolidate employee status and report the information to the NBC Emergency Coordinator using the Employee Accountability Plan Report format found in Appendix D.  The NBC Emergency Coordinator will transmit HRD employee accountability information to the Interior Operations Center (IOC).  

Figure 1 shows an overall view of the emergency status reporting process.




Figure 1. Employee Accountability Reporting


[bookmark: _Toc159296358][bookmark: _Toc270070083]policy
· Emergency Management Policy Guidance Bulletin 2010-1/ Personnel Bulletin 2010-2: Department of the Interior Employee Accountability Policy
· US Department of the Interior, Office of Emergency Management, Employee Accountability Plan Office of the Secretary, March 2010
· NBCM-AO-6500-EM-001, Emergency Management Program Policy, March 2009
[bookmark: _Toc159296359][bookmark: _Toc270070084][bookmark: OLE_LINK8]authority
· Department of Homeland Security, Federal Continuity Directive 1
· FCD 1 Annex J, Page J-3, Bullet #4 [regarding employee accountability]
[bookmark: _Toc159296360][bookmark: _Toc270070085]Retention
[bookmark: OLE_LINK14]The employee acknowledgments generated per this policy are part of Supervisor's files and fall under GRS 1-18a. Review annually and destroy superseded or obsolete documents, or destroy the file relating to an employee within 1 year after separation or transfer.  Signed acknowledgements will be retained accordingly.
[bookmark: _Toc159296361][bookmark: _Toc270070086]exceptions, limitations
When a conflict with a higher level policy or regulation exists, the higher level policy will take precedence.
[bookmark: _Toc270070087]Testing and exercises
See Appendix E for the latest test results. Testing shall be conducted annually.
[bookmark: _Toc159296363][bookmark: _Toc270070088][bookmark: OLE_LINK7]version control record
See the version control table in Appendix F
[bookmark: _Toc270070089]ATTACHMENTS
Appendix A -- Memo to Employees (Template)
Appendix B -- Employee Accountability Laminated Card
Appendix C – Emergency Coordinator/EM-POC Contact List
Appendix D – HRD Form 6, Employee Accountability Report
Appendix E – Employee Accountability Exercise After Action Report
Appendix F – Version Control Record


Approved:



___________________________________               ____________________
LC Williams				              Date
Associate Director, Human Resources Directorate 
National Business Center
Office of the Secretary
Department of the Interior


		NBCM-HRD-6400-008
____________________________________________________________________________________
[bookmark: _Toc159296364]
[bookmark: _Toc270070090][bookmark: OLE_LINK24]appendix a      MEMO TO Employees (template)
[bookmark: OLE_LINK16][bookmark: OLE_LINK20]				[insert Date]
To: All [insert Division name] Employees
[bookmark: OLE_LINK2]From:  [insert sender’s Name and Title]
Subject: Employee Accountability in an Emergency (Reference NBCM-HRD-6400-008)
During emergencies that affect our ability to report to the worksite, it is important for NBC and HRD to track the safety and well being of all employees. You are responsible for notifying your supervisor  of your status during local emergencies such as building evacuations, transportation incidents, tornados, or other types of disruptive events.
[bookmark: OLE_LINK21][bookmark: OLE_LINK9]In the event of building evacuation at the Lakewood, Colorado, NBC campus, or other locations at which employees are assigned, Emergency Coordinators and alternates will be available at rally points near the buildings to gather employee accountability data.  For all other emergency situations, you should immediately follow the steps outlined below until you have successfully reported your status.
1. [bookmark: OLE_LINK34]Phone your first line supervisor as specified by our office’s contact list (attached). Don’t call any other supervisor (unless the office contact list and/or HRD Emergency Employee Accountability laminated card lists an additional supervisor).
2. If you cannot speak directly with your supervisor within one hour of a known emergency situation or test, then leave a message with your supervisor and email your status to the HRD Emergency Coordinators at --------------@nbc.gov and cc your supervisor (or call HRD Emergency Coordinators at: 999.999.999, or 999.999.999, or 999.999.999 only if no email is available).  Email is expected to be available through failover to Herndon. 
3. If you cannot speak to your supervisor by phone and cannot send email to the Emergency Coordinators and your supervisor, please call the Employee Accountability Unit of the Interior Operations Center at 999.999.999 to report. 
4. If telephone contact cannot be made and internet is available, please go to http://www.doi.gov/emergency/locator.html to report status.
5. If you are unable to make contact with instructions 1 through 4 above and in catastrophic situations when operations cannot be maintained in the Washington, DC, area, employees may contact the alternate employee accountability unit at: 999.999.999, and you should also go to http://www.doi.gov/emergency/employee_reporting.html to obtain contact information for reporting status.
[bookmark: OLE_LINK17]You are responsible for keeping the appropriate contact information from this memo in a safe location away from the workplace so you will have it available for use in an emergency. You are also responsible for keeping the laminated HRD Emergency Employee Accountability laminated card with you at all times.
[bookmark: OLE_LINK18]Thank you for your support of this important activity!
Please sign indicating you understand the responsibilities described above and return a signed copy to your supervisor.
________________________________________
[bookmark: OLE_LINK19]Print Employee Name

________________________________________				____________
Employee Signature									Date

[bookmark: OLE_LINK46]APPENDIX A      MEMO TO EMPLOYEES (TEMPLATE) -- CONTINUED

As part of ensuring NBC can contact employees or their emergency contacts in an emergency, you are also encouraged to keep emergency contact information current in Employee Express.  

I confirm that my emergency contact information in Employee Express is current.  This acknowledgement may be returned to your supervisor separate from the acknowledgement on Page 1.


________________________________________
Print Employee Name



________________________________________				____________
Employee Signature									Date

APPENDIX A      MEMO TO EMPLOYEES (TEMPLATE) – PAGE 2
	[insert name of office] Supervisor Phone Contact List

	Title / Office Name
	Name
	Gov’t Email address
	BB or Gov’t Cell Phone Number

	[insert Supervisor]
	
	
	

	[bookmark: OLE_LINK15][insert Supervisor]
	
	
	

	[insert Supervisor]
	
	
	

	[insert Supervisor]
	
	
	

	[add rows as needed]
	
	
	



HRD EMERGENCY COORDINATOR CONTACT INFORMATION
	HRD Emergency Coordinators 
    email address (group)
	----------------------@nbc.gov



	HRD Emergency Coordinators phone numbers
	999.999.999, or  999.999.999, or 999.999.999





[bookmark: _Toc270070091]
appendix B  --  Employee Accountability Laminated card


[bookmark: OLE_LINK32]Employee Accountability Laminated Instruction Card  --  Sample – Front view
[image: ]













Employee Accountability Laminated Instruction Card  --  Sample – Back view
[image: ]
















			NBCM-HRD-6400-008
____________________________________________________________________________________
NOTE:  Card emergency information will be modified for other locations as needed.
[bookmark: _Toc270070092][bookmark: OLE_LINK25][bookmark: _Toc159296366][bookmark: OLE_LINK12]appendix C	Emergency Coordinator / EM-POC contact List


	Role
	Name
	Office Phone
	Work Cell Phone
	Email

	NBC Emergency Coordinator
	Joseph Kovalchick
	999.999.999
	999.999.999
	-----------------@nbc.gov

	Alternate NBC Emergency Coordinator
	Dave Mathews
	999.999.999
	
	-----------------@nbc.gov

	Alternate NBC Emergency Coordinator
	Mike Cyr
	999.999.999
	
	------------------@nbc.gov

	
	
	
	
	

	[bookmark: OLE_LINK40]HRD Associate Director
	LC Williams
	999.999.999
	999.999.999 BB
	--------------------@nbc.gov

	
	
	
	
	

	[bookmark: OLE_LINK39][bookmark: OLE_LINK36]HRD Emergency Coordinators email address (group)
	HRD_Emergency_Coordinators@nbc.gov

	HRD Primary Emergency Coordinator
	Roger Jones
	999.999.999
	999.999.999 BB
	Roger_L_Jones@nbc.gov

	[bookmark: OLE_LINK6]HRD Alternate Emergency Coordinator
(POD)
	------------------
	999.999.999
	999.999.999 BB
	---------------@nbc.gov

	HRD Alternate Emergency Coordinator
	-------------------
	999.999.999
	999.999.999 BB
	-------------------@nbc.gov

	       Back up for POD’s HRD Alternate 
                    Emergency Coordinator
	---------------------
	999.999.999
	
	-------------------@nbc.gov

	
	
	
	
	












[bookmark: OLE_LINK49]			NBCM-HRD-6400-008
____________________________________________________________________________________
[bookmark: OLE_LINK3][bookmark: _Toc159296365]
[bookmark: _Toc270070093]appendix D 	Employee Accountability Plan Report – SAMPLE HRD Form 6

[image: ]
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[bookmark: _Toc270070094]appendix E      Employee Accountability Exercise After Action Report


[image: NBC_official_doi_letterhead]EMPLOYEE ACCOUNTABILITY EXERCISE		[image: NBC-2009-logo]
Exercise Date MAY 18, 2010
After Action Report as of 8/21/2010
HRD Employee Accountability After Action Report Executive Summary  
The bottom up Employee Accountability test was new and therefore confusing to many people.   A likely need for this type of test is a scenario when the NBC Denver building is destroyed and/or there is an area wide disaster where there is a great deal of confusion about where employees need to report to and where employees may have evacuated to (up in the mountains for example where they may not have cell phone service). Nearly everyone including the NBC Emergency Coordinator questioned how this test would be done and contacting the employees during the day at work was not the most realistic test.  The only realistic test would be to have the test announced in the evenings by the three television stations that we normally use for announcing snow emergency closures. The percentage of employees reporting would be much less than in the May 18, 2010 test.
Determining who to call or email the employee report to was confusing the first time (especially if the supervisor and/or lead were not in the building at the time).  Some of the confusion is now being eliminated by the creation of a HRD Emergency Coordinator email box so that employees are not requested to email or phone three separate HRD Emergency Coordinators. 
The actual HRD reporting by employees and the results of this test were quite good. 
Problems encountered:	
1. Some confusion about who reports to whom. 
2. Some confusion about how to report people on annual leave that do not contact their supervisor.
3. Confusion on how and which HRD Emergency Coordinator reports the information to the NBC ECs.
Recommendations:
1. Implement an automated phone tree and reporting tool (Use of Send Word Now is being investigated).  
a. Open action Item for NBC EC, Roger Jones & HRD Mgmt
2. Use of one HRD Emergency Coordinator email box for reporting instead of reporting to all of HRD ECs. Action Item completed 6/10/2010
3. Training/communication at all levels in the Employee Accountability process. 
a. Action Item HRD ECs create a power point for training and /or discussion in staff meetings – Open action item for HRD ECs (was presented in 5/14/2010 and 8/5/2010 HRD all hands meetings)
b. Action Item Roger Jones & HRD management Update and distribute the employee accountability letter with changes from this test   - Final draft completed 8/12/2010
4. Update the HRD Employee Accountability Plan document and spreadsheet, then distribute. Action Item Roger Jones – Sent to AD for approval on 8/20/2010.
5. Create, update and distribute the laminated Employee Emergency Information cards after suggestions from this report are included. 
a. Action Item HRD ECs     Completed the creation and update of card template 7/28/2010. Dependent upon approval of HRD Employee Accountability Plan which was sent for Division Chiefs review/approval on 8/12/2010 and to AD on 8/21/2010.
6. Should consider the use of a combined bottom up and top down process rather than bottom up only.
a. Action Item NBC Emergency Coordinator and Roger Jones –This is in the plan already



	HRD Employee Accountability Exercise Response Results
May 18, 2010 Test

	Division
	Number of responses
	Total employees
	% responded
	Comments

	HRD
	
	
	100%
	

	HROD
	
	
	100%
	

	PPSD
	78
	80
	97%
	2 leave

	HRMSD
	
	
	100%
	

	CLPDD
	
	
	100%
	

	POD
	192
	195
	98%
	3 leave, 1 disability






	HRD After Action Report for the Employee Accountability Exercise


Summary of observations about the May 18, 2010 HRD EMPLOYEE ACCOUNTABILITY exercise which will be used to assist the HRD in planning and conducting future Exercises (Testing, Training & Exercise) events.  
	  Part I — Recommendations and Action Steps

	Division
/ Role
	1. Based on your experiences during the May 18, 2010 Employee Accountability Test please provide comments (positive comments as well as areas for improvement).
	2. Identify the action steps that you think should be taken to address the issues identified above where we can do better.  For each action step, indicate if it is a high, medium, or low priority.
	3. Describe any action steps that should be taken in your area of responsibility related to employee accountability.  Who should be assigned responsibility for each action item?
	4. List any employee accountability procedures / processes at the HRD level that you believe should be reviewed, revised, or developed.

	POD / Chief
	Worked well

	Medium – Maybe more structure at lower levels as to whom to respond to.  – Calls & emails went to a variety of sources
	Supervisor & higher (next Level up)
	

	
	Comments: None, except as noted above

	CL&PDD
Chief
	
	
	
	

	
	Comments:   None

	PPSD
Chief
	I think the exercise went well.  There was a question regarding how the information was first announced and was it reflective of how this would unfold in real life.
	That would be difficult as the ways an employee would learn of an event and report in would be mixed.
	Deputy Division Chief for PPSD items.  The Branch Chief for actions items in their respective branch areas.
	Reporting progress could be communicated may be able to be improved.

	
	Comments:   None, except as noted above

	HROD
Chief
	Need to continue to stress the need for a top down reporting mechanism.  Reporting from the bottom up will not work in a real emergency.
	NBC should resurface the purchasing and implementation of a “reverse 911” system similar to what Roger proposed about a year or so ago
	None that I can think of at this time
	See Number 1 and 2 above

	
	Comments None, except as noted above

	HRMSD
Chief
	
	
	
	

	
	Comments:  
	The test was not realistic since we informed employees that they needed to contact us.  In a true emergency, with the building destroyed,

	how would employees know they should contact us?  This illustrates that the best method is for supervisors to contact their employees

	anyway rather than relying on them contacting us.




	BMO
Chief
	
	
	
	

	
	Comments  See HRD Emergency Coordinator comments #2 for BMO comments



HRD Division ratings and comments:
	Part II — Exercise Design and Conduct
	
	Satisfaction Rating

	What is your assessment of the exercise design and conduct of the May 18, 2010 HRD Employee Accountability Exercise?
Please rate, on a scale of 1 to 5 (1 strongly disagree to 5 strongly agree), your overall assessment of the exercise relative to the statements provided below.
	HRD
AD
	POD
	PPSD
	BMO
	HROD
	HRMSD
	CLPDD
	Average
(of those reporting)

	a. The objectives of the HRD Employee Accountability exercise were accomplished.                                                                                                 
	
	4
	1
	
	3
	3
	
	2.75

	b. The DOI exercise was plausible and realistic.
	
	4
	3
	
	2
	2
	
	2.75

	c. The HRD EMPLOYEE ACCOUNTABILITY spreadsheet was useful for the exercise.
	
	5
	2
	
	4
	4
	
	3.75

	d. Participation in the exercise was appropriate.
	
	4
	2
	
	4
	2
	
	3

	e. This exercise contributed to my understanding of my organization’s continuity mission and my role on the team.
	
	5
	2
	
	3
	3
	
	3.25

	f. The HRD Employee Accountability letter sent to all employees provided adequate and sufficient information for employees to appropriately respond to the test.
	
	4
	2
	
	3
	4
	
	3.25

	Overall Satisfaction Rating
	
	3.125


HRD Emergency Coordinator Ratings and Comments:
	Part II — Exercise Design and Conduct
	
	Satisfaction Rating

	What is your assessment of the exercise design and conduct of the May 18, 2010 HRD Employee Accountability Exercise?
Please rate, on a scale of 1 to 5 (1 strongly disagree to 5 strongly agree), overall assessment of the exercise relative to the statements provided below.
	HRD EC 1
	HRD EC 2
	HRD EC 3
	HRD EC 4
	Average

	a. The objectives of the HRD Employee Accountability exercise were accomplished.                                                                                                 
	4
	4
	4
	4
	4

	b. The DOI exercise was plausible and realistic.
	3
	4
	5
	2
	3.5

	c. The HRD EMPLOYEE ACCOUNTABILITY spreadsheet was useful for the exercise.
	5
	4
	4
	3
	4

	d. The coordinators(s) was/were knowledgeable, kept the exercise on target.
	4
	4
	
	3
	3.6

	e. Participation in the exercise was appropriate.
	4
	4
	4
	3.5
	3.9

	f. The participants who submitted employee accountability data included the right people in terms of expertise and position. .
	4
	4
	
	4
	4

	g. The exercise contributed to my understanding of my organization’s continuity mission and my role on the team.
	3
	4
	5
	4
	4

	h. The DRAFT HRD policy provides appropriate policy guidance for conducting the exercise.
	4
	3
	4
	3.5
	3.6

	Overall Satisfaction Rating
	3.825




	HRD Coordinator Comments:
	Action Item Status

	1.  The exercise was better than not doing one.  It gets people to at least think about it.  Overall, I thought it went pretty well. The next exercise needs to take place when we are not at work.
a. Three up / Three down – One supervisor did not take it seriously – she left the building after the exercise started & did not put anyone in charge.
b. Action steps:    Address the importance of the exercise in staff meetings and all hands meetings.
c. Action steps in area of responsibility:  None
d. Any policies, plans and procedures that need developed or changed:   POD Business Continuity Plan needs to be updated.
	1.a. Division Chief responsibility
1.b.  Employee Accountability was addressed in all hands meeting on 5/14/2010 and 8/5/2010
1.d. POD Business Continuity Plan update is in process.

	2. Still not clear to me if EC for HRD is supposed to submit a consolidated accountability sheet for HRD or individual sheets by HRD division, or a collection of sheets (division and branch level).  Compiling disparate sheets by HRD division, or a collection of sheets (division and branch level).  Compiling disparate sheets can be time consuming and possibly delay meeting report deadlines. 
a. Three up / three down - The suspense was 2:00 PM Eastern.  I was still receiving inputs at that time.   I was rushing to collect the information, in my haste I made an error on some not accounted for - PPSD’s characterization of leave.
b. Action steps:  No response
c. Action steps in area of responsibility: No response
d. Any policies, plans and procedures that need developed or changed:  Emergency contact cards need to be distributed to the HRD employees. I think the policy did not adequately spell out the type of info (#s, names) to be passed on to NBC ECs. 
	N/A

	3. ---
a. Three up / three down – 1. E-mail messages not including all coordinators. 2. Employees calling the incorrect supervisor. 3. Possible need for additional HRD Emergency Coordinators (EC).
b. Action Steps: 1. High - Verify that all e-mails include all EC and alternates and if not forward the e-mails. 2. Medium – Supervisors may need to have a meeting with their employees to verbally go over rules and responsibilities and answer any questions about the employee memo that was signed by each employee. 3. Medium – Review workload and see if more EC or alternates are needed to make sure there are enough trained coordinators taking into account some EC may be unable to respond or have conflicts with other recovery duties. 
c. Action Steps in area of responsibility:  Supervisor should verify if employees have any questions or perhaps hold lessons learned meeting after any test. I need to take some of the FEMA and EC training classes.
d. Any policies, plans, and procedures that need developed or changed: No response
	3.a. Action item mitigated by creation of HRD EC email group address and HRD EC’s Blackberries
3.b. Training Open Action Item for HRD ECs and HRD Management
3b. Coordination of HRD ECs  Action Item completed by Roger Jones (created an email group for HRD ECs and obtained Blackberries for HRD ECs and inclusion in Employee Accountability Plan document
3.c. Action Item HRDEC-3

	4. ----
a. Three up / three Down – 1.Most of the responses were done in an accurate, orderly and timely manner.  2.  Information was submitted to NBC ECs in a reasonable time.  3.  HRD response to setting up procedures, processes, policy, and notifying employees of what they needed to do was accomplished in a very short time window with minimal confusion and few problems.  
b. Actions Steps:  1. Create a single HRD EC email box to eliminate the confusion of having three people to email the results to. 2. Complete the Employee Accountability plan subsequent to completion of the after action report. 3.  Prepare and distribute the laminated wallet sized cards. 4. Distribute and provide training in the Employee Accountability plan.
c. Actions Steps in area of responsibility:   See above
d. Any policies, plans and procedures that need developed or changed:  Complete Employee Accountability plan subsequent to changes from After Action Report.
	b.1.  Completed the creation and testing of the combined HRD Email box on 6/10/2010
b.2.  Plan sent for Division Directors review on 8/12/2010  and AD on 8/21/2010
b.3.  This is dependent upon approval of the Employee Accountability Plan
d. This is completed and dependent upon approval of the Employee Accountability Plan by HRD management.
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· [bookmark: OLE_LINK42]Updated Employee Accountability Plan Report Spreadsheet Appendix D page 15
· Updated Emergency Coordinator Contact List; Replaced LC Williams cell phone # with Blackberry #  Appendix C page 14
· Updated with results of Employee Accountability test after action report (appendix E page 16-21).
· Added examples of employee laminated cards in Appendix B (page 13). 
· Made corrections to notification process (pg 5-6) and Memo template (pg 10-12). 
· Made corrections to Figure 1 (page 8).
· Added employee accountability new employee processing checklist items to Section 4 (page 4). 
· Added HRD Emergency coordinators new Blackberry phone numbers to Section 5b (page 6) and Appendices A, B, and C.  
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· Updated Action Item statuses in Appendix E  Employee Accountability After Action  Report (pages 16,17,20,21).
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Final draft
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9/15/2010
	Changes from review by S Doutrich, , M Foster, C Thomason, and R Giesler
· Corrected wording in oval 2 and wording between oval 4 and 5 in diagram 1 on page 8 to match Appendix A text and changed arrow starting point from oval 4 to start at decision.
· Made formats of email addresses match in appendix C.
· Corrected formatting in TOC.
· Minor changes in wording, punctuation, formatting and grammar on pages 3, 4, 5, 6, 7, 9, 10, 11, 12, 13, 16, and 18
· Updated status items. Pages 16-17, 20-23
· Changed required to encouraged – Re:  Employee Express contact information pages 4, 5, and 11.
	HRD AD for approval, then if approved to HRD Division Chiefs and HRD ECs



image2.emf
Emergency / Disaster in the

vicinity of your NBC HRD workplace

1. Employee

phones

Supervisor

Employee

Finds out about 

Emergency /

Disaster

Employee is 

able to speak 

to supervisor?

Yes

No

Supervisor receives employees

location / contact  information

Supervisor

transmits report to 

HRD_Emergency_Coordinators@nbc.gov

HRD Emergency Coordinators receive

employees' location / contact

information

HRD ECs

transmits report to 

NBC ECs

NBC Emergency Coordinators

receive Directorate ECs

employees' location / contact

information

NBC ECs

transmit report to 

DOI OS Employee

Accountability Unit at

Interior Operations 

Center

End of process 

2. Employee sends email to HRD ECs

------------------------------ @nbc.gov 

and to supervisor with their status and contact

information (or call HRD ECs at: 999.999.9999 

or 999.999.9999 or 999.999.9999)

Employee is able 

to send emails 

to HRD ECs?

No

Yes

3. Employee calls

DOI OS Employee

Accountability Unit

999.999.9999

Employee is able 

to contact DOI 

OS Employee 

Accountability 

Unit?

Yes

No

4. Employee reports location contact info at

http://www.doi.gov/emergency/locator.html

5. Employee calls 999.999.9999 and 

checks for location contact reporting info at

http://www.doi.gov/emergency/employee_reporting.html

If employee is unable 

to make contact using 

instructions 1 through 

4 above and in 

Catastrophic situations 

when operations 

cannot be maintained 

in the Washington, DC 

area?

Employee Accountability 

process initiation

If 

Yes

Supervisor contacts

employees who have not

reported status within an hour

DOI OS Employee Accountability Unit

recieves empoyees location / status

information from employees

Employee Accountability Reporting Process Diagram 

REDACTED VERSION as of 6/20/2011

Supervisor 

continues 

submitting 

updates until all 

employees are 

accounted for

No (employee is able to report in 4 above)


oleObject1.bin
Activity


Emergency / Disaster in the
 vicinity of your NBC HRD workplace


Employee Accountability process initiation


If Yes


1. Employee
phones
Supervisor


Employee
Finds out about 
Emergency /
Disaster


Employee is 
able to speak 
to supervisor?


Yes


No


Supervisor receives employees
 location / contact  information


Supervisor
transmits report to 
HRD_Emergency_Coordinators@nbc.gov


HRD Emergency Coordinators receive
employees' location / contact
 information


HRD ECs
transmits report to 
NBC ECs


NBC Emergency Coordinators
receive Directorate ECs
employees' location / contact
 information


NBC ECs
transmit report to 
DOI OS Employee
Accountability Unit at
Interior Operations 
Center


End of process 


2. Employee sends email to HRD ECs
------------------------------@nbc.gov 
and to supervisor with their status and contact
 information (or call HRD ECs at: 999.999.9999 
or 999.999.9999 or 999.999.9999)


Employee is able 
to send emails 
to HRD ECs?


No


Yes


3. Employee calls
DOI OS Employee
Accountability Unit
999.999.9999


Employee is able 
to contact DOI OS Employee Accountability Unit?


Yes


No


4. Employee reports location contact info at
http://www.doi.gov/emergency/locator.html


5. Employee calls 999.999.9999 and 
checks for location contact reporting info at
http://www.doi.gov/emergency/employee_reporting.html


If employee is unable to make contact using instructions 1 through 4 above and in Catastrophic situations when operations cannot be maintained in the Washington, DC area?


Supervisor contacts
employees who have not
reported status within an hour


DOI OS Employee Accountability Unit
recieves empoyees location / status
 information from employees


Employee Accountability Reporting Process Diagram REDACTED VERSION as of 6/20/2011


Supervisor continues submitting updates until all employees are accounted for


No (employee is able to report in 4 above)



image3.png
[T TRD Emergency Accountability Reportng ||

Torcase of Emergency follow the steps below untilyou
have successfully reported your status

Call and speak to your Supervisor (see back of card)

2. Tfunableto speak directly to you supervisarthen
‘email call HRD Emergency Coordinators(see back)

3. Ifunableto emal call HRD Emergency Coordnators,
then callDOTOS 10C at 202,208 4105, else.

Report at hitp://sww. doi gov/emergencylocator il
If unableto do 1 — 4 above then call 888 3404695

(Altemate Employee Accountability Unit) and also go to
Bitp:/‘srw doi gov emergency arployee tepartinghizml





image4.jpeg
HRD Emergency Employee Accountability Reporting_|
~ou sparvisor 303 599 5999 You_supervisor@be gov

'HRD Emergency Coordinators email & phone numbers:

HRD_Emergency_Coordinators@nbe.gov.
20315.5265,0r 120.315.6594,01303358.1253

‘Police Fire/ Ambulance 911
Severe WeatherNBC Denver closure info: Channel4,7.9
NBC Denver Severe Weather Status: 303.960.6644





image5.emf

image6.png




image7.png




image1.jpeg




