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[bookmark: Introduction]Cleveland Federal Executive Board Emergency Dismissal 
Introduction
The following guidelines apply to situations that prevent significant numbers of Federal employees in the Cleveland, OH, area from reporting for work on time or which require agencies to close all or part of their activities due to a disasters and other emergency situations (e.g., terrorist attacks, exposure to biohazards, and other severe hazardous conditions), adverse weather conditions (snow emergencies, severe icing conditions, floods, and extremely high winds), natural disasters, and other incidents causing disruptions of Government operations (disruption of power and/or water, interruption of public transportation, closing of major transportation routes, etc.).  Federal Executive Boards and Federal Executive Associations have coordinated similar dismissal or closure procedures in other major metropolitan areas.

When there are disruptions of Government operations, the Cleveland Emergency Dismissal Committee will make announcements to the media as to whether Federal agencies in the Cleveland area are "open" or "closed," or operating under an "unscheduled leave," "delayed arrival," or "early dismissal" policy.  (The announcements are defined in Appendix 1 and 2)  

These procedures apply to employees in all executive agencies who participate in the Cleveland Federal Executive Board. These procedures do not apply to employees of state, county or local governments or private sector entities, including contractors.  Adoption of these guidelines, in whole or in part, is at the discretion of each individual agency.  The Cleveland Federal Executive Board urges agencies to use the procedures described in this plan to the extent feasible.

It is essential that Federal agencies in the Cleveland area comply with this area-wide plan and the announced decisions on dismissal or closure.  These procedures are based on the principle that the business of the Federal Government is vital to serving the public everywhere and that we must do so without compromising the safety of our employees.  Agencies generally look to the Emergency Dismissal Committee to coordinate any decisions to dismiss Federal employees from work with officials in local and Federal agencies, transportation authorities, and the media so as to minimize disruption of the highway and transit systems, reduce traffic congestion, and ensure that affected employees are treated as consistently as possible.  Therefore, all employees are expected to report for work or remain at work unless specifically excused by their supervisors.

No provision of these guidelines may be applied in contravention of contractual agreements; agency instructions or guidelines; Comptroller General rulings; or other pertinent controlling policies, authorities and instructions governing the granting of annual leave or authorization of excused absence without charge to leave during emergency situations.

The task of the Emergency Dismissal Committee is to make recommendations when an emergency situation arises.  Each agency head is responsible for determining when his/her agency will be closed, when to grant excused absence, when to apply an unscheduled leave policy, etc.  By participating in this plan, an agency is expressing its desire to coordinate its 


plans, when possible, with other federal agencies in the Cleveland area, through the recommendations of the Emergency Dismissal Committee.
[bookmark: EmergencyEmployees][bookmark: CommitteeResponsibilities]Emergency Dismissal Committee Responsibilities
In an actual or impending emergency situation, the Ninth Coast Guard District Command Center will act as the single clearing house for the dismissal plan under cognizance of the Federal Executive Board.  Hazardous weather warnings, dangerous road conditions or other emergent situations shall be reported to the Command Center.  Upon receipt of this information the Coast Guard Command Center Duty Officer will inform the Committee Chairman (or his/her alternate) of current or expected conditions.  The Committee Chairman will consult with the Emergency Dismissal Committee members (or their alternates) (Appendix 4) who are available to ascertain the committee's recommendation.  This decision will be based on the need to keep Federal operations functioning as normally as possible and on concern for the safety of Federal employees.  The FEB notification is advisory only, however, agencies are strongly encouraged to give due consideration to the Emergency Dismissal Recommendation when making decisions.
1. Prior to the phone conference, Emergency Dismissal Committee members or representatives should seek appropriate authority to speak on behalf of their agency and carry out notification responsibilities.
2. The Emergency Dismissal Committee should not deviate from the notification procedures in this plan so that actions will be better understood by both the public and our own employees. 
3. If the committee can not come to a consensus on the announcement, the Emergency Preparedness Chairman or representative will make the final decision. 
[bookmark: AgencyResponsibilities]Early Dismissal
Timing of the early dismissal should be arranged to avoid overtaxing public transportation facilities or causing traffic congestion.  Each agency, acting on early dismissal information, should give consideration to the requirements for safeguarding Federal property and the needs of the Government to accomplish its work.
Information to all Federal Government agencies in the Cleveland area will be initiated by the Emergency Preparedness and Emergency Dismissal Committee upon their determination that the emergency situation warrants an early dismissal of Federal employees.  If this is the case, the following will occur:
1.   The USCG Alert Warning System (AWS) will be activated;
2.  An advisory message will be placed on the 24-hour emergency hotline, (216) 902-6185; Individuals may call this hotline to receive the most up-to-date alert warning information.
In the event a situation appears serious enough to warrant consideration for early dismissal and a decision to stay open is made, then an advisory message to that effect will be issued through these channels of communication.

Off-hours Notification
If an emergency situation develops during off-duty hours, it may be prudent to advise Federal employees, except those providing emergency services, not to report to work.  Normally the Ninth Coast Guard District Command Center will initiate the dismissal process by 4:00 a.m.  The goal of the committee should be to come to an agreement and broadcast their decision by 4:30 a.m.
Under such circumstances, the Emergency Preparedness and Emergency Dismissal Committee will initiate the following:
1.  The USCG AWS will be activated;
2.  An advisory message will be placed on the 24-hour emergency hotline, (216) 902-6185; Individuals may call this hotline to receive the most up-to-date alert warning information.
Since agencies located in areas outside of the main business section of Cleveland may or may not be directly affected by the emergency situation, or may have different emergency or traffic conditions, they should develop internal instructions for how their employees should respond. Agencies also should provide internal instructions for those employees engaged in emergency services that cannot be suspended.
Agency Responsibilities
1. At least annually and at indoctrination, it is recommended agencies establish and disseminate written procedures for dismissal or closure to employees working within in their agency’s area.  The procedures should tell employees how they will be notified and include the wording of the 24-hour hotline announcements and a detailed explanation of their meaning.
2. Agencies should notify their employees of the procedures for requesting leave when an "unscheduled leave" policy is announced. When an "unscheduled leave" policy is announced, employees must notify their agencies of their intent to take unscheduled annual leave, leave without pay, and/or the use of previously earned compensatory time off or earned credit hours under an alternative work schedule.
3. Participating agencies are responsible for promptly and clearly informing their employees when a dismissal notice is given.
4. Non-participating agencies are responsible for informing their employees of their non-participation so radio and television announcements are not misunderstood.
5. At least annually, agencies should identify those employees who must report for work to continue Government operations during a disruption of operations and notify them in writing that they are designated as "emergency employees."  The notice identifying emergency employees should include an explanation that dismissal or closure announcements do not apply to them unless they are instructed otherwise.  In addition, 
Agencies may identify a cadre of "mission-critical" emergency employees who may be called to work during extended emergencies, emergencies dealing with national security, or other unique situations.  Agencies must identify the emergency situations in which "mission-critical" emergency employees will be expected to report for work and notify the "mission-critical" emergency employees of this policy.  Agencies should direct "mission-critical" emergency employees to report for work either at their regular worksite or alternative worksite.  Further, "mission-critical" emergency employees are expected to remain in contact with their agencies at all times during any closure situation.  Agencies may wish to issue communications and other equipment to "mission-critical" emergency employees to facilitate contact in these situations.
6. An agency must include in the employee's formal or informal tele-work agreement any requirement that tele-work employees continue to work at their alternative worksites on their tele-workday or on any of their regularly scheduled workdays when the agency is closed.  At least annually, agencies should remind all tele-workers of this requirement.
7. Agencies must notify employees that if they are required to report for work and are not otherwise granted excused absence or annual leave, they will be considered absent without leave (AWOL) for the period not worked and may potentially be disciplined for the AWOL at the agency's discretion.
8. Agencies are responsible for determining closure, dismissal, and leave policies for employees on shift work and alternative work schedules (i.e., flexible or compressed work schedules) and for informing employees of these policies.
9. Agencies shall instruct their employees NOT to call local media, the Federal Executive Board office, or the Ninth Coast Guard District Command Center for information regarding dismissal information.  When a dismissal decision is made, notifications will be in accordance with this plan.
[bookmark: ExcusedAbsence][bookmark: TeleworkEmployees]Excused Absence
When an early dismissal or closure is recommended, agency heads must make the decision to grant their employees excused absence, provide an unscheduled leave opportunity or have their employees remain at work.  In addition, agencies have discretionary authority to grant a reasonable amount of excused absence for individual hardships or circumstances unique to an employee. For example, factors such as distance, availability of public transportation, or available alternatives to childcare or eldercare may be considered.

This plan does not take away the agency heads authority to grant excused absence or unscheduled leave even if the Emergency Dismissal Committee does not recommend an early dismissal or closure.  Agency heads still have the responsibility to provide a safe working environment for their employees.
[bookmark: NoAdditionalPay]

No Additional Pay or Paid Time Off for Employees Who Must Work
Emergency employees and tele-work employees who are required to work during their regular tour of duty on a day when their agency is closed (or when other employees are dismissed early) are not entitled to receive overtime pay, credit hours, or compensatory time off for performing work during their regularly scheduled hours.
[bookmark: ExtendedEmergency]Extended Emergency Situations
In any emergency situation, Government operations may be disrupted for extended periods. OPM has provided numerous resources to enable Federal agencies to continue functioning effectively during an emergency situation. The following information offers further guidance on continuing operations during extended emergencies and emergency preparedness:
Handbook on Pay and Leave Benefits for Federal Employees Affected by Severe Weather Emergencies or Other Emergency Situations http://www.opm.gov/oca/compmemo/2008/HandbookForEmergencies(PayAndLeave).pdf 

Emergency Situations That Prevent Employees from Reporting for Work
http://www.opm.gov/oca/compmemo/2003/PreventEmpsReportingforWork.asp 

Emergency Situations That Restrict Employees to Their Agency’s Premises  (“Shelter in Place”)
http://www.opm.gov/oca/compmemo/2003/ShelterInPlace.asp 

Furloughs Due to Extended Emergencies
http://www.opm.gov/oca/compmemo/2003/Furloughs.asp 

Telework.Gov – Emergency Planning
http://www.telework.gov/guidance_and_legislation/emergency_planning/index.aspx 

Ready.Gov – Emergency Planning
http://www.ready.gov/
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Appendix 1
	[bookmark: DisruptionsBeforeWordayBegins]DISRUPTIONS BEFORE THE WORKDAY BEGINS

	The Ninth District Command Center will provide one of the following five announcements when a disruption occurs before the workday begins.  These announcements do NOT apply to individuals who are designated as "emergency employees.”  Emergency employees are expected to report for work on time unless excused by their supervisors.



	Announcement
	What Announcement Means

	1. Federal agencies within the Cleveland FEB area are OPEN; employees are expected to report for work on time." 
	Employees are expected to report for work on time.

	2. “Today is [date]; federal agencies within the Cleveland FEB area are OPEN under a recommended UNSCHEDULED LEAVE policy.  Employees need to report to work on time OR notify their agency/ supervisor of their intent to take leave.  Designated emergency or essential employees must contact their supervisor to request leave in accordance with their agency's procedures." 
	Federal agencies will open on time. Under the OPM unscheduled leave policy, all employees who cannot report for work may take annual leave or leave without pay (LWOP) without the prior approval of their supervisors.  Employees must notify their supervisors of their intent to take unscheduled leave.
-	Emergency or essential employees are expected to report for work on time.
-	Employees should not be authorized the option to tele-work without a valid tele-work agreement in place.

	3. “Today is [date]; federal agencies within the Cleveland FEB area are OPEN under a recommended DELAYED ARRIVAL policy.  Employees should plan to arrive for work no more than xx hours later than they would normally arrive." 
  
	Employees should plan their commutes so that they arrive for work no more than xx hours later than they would normally arrive.  Employees who arrive for work more than xx hours later than their normal arrival time will be charged annual leave or leave without pay for the additional period of absence from work.   
-	Tele-work employees are expected to report for work on time.  
-	Emergency employees are expected to report for work on time.





	4. “Today is [date]; federal agencies within the Cleveland FEB area are OPEN under a recommended DELAYED ARRIVAL/ UNSCHEDULED LEAVE policy. Employees should plan to arrive for work no more than xx hours later than they would normally arrive, and employees who cannot report for work may take unscheduled leave." 
	Employees should plan their commutes so that they arrive for work no more than xx hours later than they would normally arrive.  Employees who arrive for work more than xx hours later than their normal arrival time will be charged annual leave or leave without pay for the additional period of absence from work. 
-	Tele-work employees are expected to report for work on time.
-	Employees who cannot report for work may request unscheduled leave for their entire scheduled workday. 
-	Emergency employees are expected to report for work on time.

	5. “Today is [date], Due to hazardous weather conditions, federal agencies within the Cleveland FEB area are operating under various tele-work, delayed reporting or unscheduled leave policies.  Agencies will notify their employees with agency specific instructions.  If employees do not receive agency specific instructions, individuals are then required to contact their cognizant agency supervisor or emergency contact for agency specific instructions.”
	Technology has enabled agencies versatility in accommodating an open schedule during periods of hazardous weather.  Not all agencies have this capability. Therefore this announcement is used when agencies are implementing a wide variety of policies to address weather events.  Agencies and employees share the responsibility to communicate intent and instructions to each other.

	6. “Today is [date]; federal agencies within the Cleveland FEB area are CLOSED."
	Federal agencies are closed. Emergency employees are expected to report for work on time.  Non-emergency employees (including employees on pre-approved leave) will be granted excused absence for the number of hours they were scheduled to work.  This does not apply to employees on leave without pay, workers' compensation, suspension, or in another non-pay status.  Tele-work employees may be expected to work from their tele-work sites, as specified in their tele-work agreements.  Employees on alternative work schedules are not entitled to another AWS day off in lieu of the workday on which the agency is closed.



Appendix 2
	[bookmark: DisruptionsAfterWordayBegins]DISRUPTIONS AFTER THE WORKDAY BEGINS

	The Ninth District Command Center will provide the following announcement when a disruption occurs after the workday begins.  This announcement does not apply to individuals who are designated as "emergency employees."  Emergency employees are expected to remain at work unless excused by their supervisors. 



	Announcement
	What Announcement Means

	“Today is [date]; federal agencies within the Cleveland FEB area are operating under a recommended EARLY DISMISSAL policy.  Employees should be dismissed by their agencies xx hours earlier than their normal departure time from work." 
	Employees should be dismissed by their agencies relative to their normal departure times from work.  For example, if a 3-hour "early dismissal" policy is announced, workers who normally leave their offices at 4:00 p.m. should leave at 1:00 p.m.  For example, if an 1130 “early dismissal” policy is announced, workers should leave at 1130.  Employees who must leave work earlier than their early dismissal time will be charged annual leave or leave without pay from the time of their departure through the remainder of their regularly scheduled workday. 
  
Employees on pre-approved leave or unscheduled leave for the entire day should be charged leave for the entire day. 
  
Emergency employees are expected to remain at work.
  
Tele-work employees may be expected to continue to work from their tele-work sites, as specified in their tele-work agreements.


[bookmark: MediaOutletNotifications]


Appendix 3

The Ninth Coast Guard District Command Center will also update the Emergency Hotline Number. Federal Employees can call 1-216-902-6185 to hear the status of the building. 


Enclosure (1) to D9STAFFINST 5100.2D
Enclosure (1) to D9STAFFINST 5100.2C
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Appendix 4 

Appendix 4 contains Personally Identifiable Information (PII)
This Appendix has been redacted to work numbers only. 

This Appendix may be revised as needed without a formal change to this plan

Cleveland Federal Executive Board Emergency Dismissal
Emergency Dismissal Committee contact information 

	Emergency Dismissal Notification Committee

	
	
	
	
	

	ROOM
	MEMBER
	WORK PHONE
	HOME PHONE
	CELL PHONE

	
	
	
	
	

	2081
	Chairman 
	 
	
	

	 
	CAPT Nicholas Bartolotta (USCG)
	216-902-6004
	
	

	 
	(ALT) RDML June E. Ryan (USCG)
	216-902-6001
	
	

	
	
	
	
	

	1979
	Project Coordinator 
	 
	
	

	 
	Mr. Frederick Wasco (USCG)
	216-902-6079
	
	

	
	
	
	
	

	1369
	Mr. Tony Milons (VARO)
	216-522-3600
	
	

	 
	(ALT) Todd Weber
	216-522-3600
	
	

	
	
	
	
	

	440
	Ms. Heather Kilbride (GSA)
	216-522-4144
	
	

	769
	(ALT) Ms. Maureen Michael
	216-522-8253
	
	

	
	
	
	
	

	479
	Mr. Willie Stansel (IRS)
	216-522-2889
	
	

	 
	Ms. Rozelle Williams
	216-522-2167
	
	

	 
	(ALT) Ms. Suzanne Davis
	216-522-8241
	
	

	
	
	
	
	

	2769
	Mr. Bob Edwards (DFAS)
	216-204-7177
	
	

	 
	(ALT #1) Ms. Melissa Sikora
	216-204-2643
	
	

	
	(ALT #2) Mr. John Luckas
	216-204-3002
	
	

	
	(ALT #3) Mr., Karl Bernhardt
	216-204-4300
	
	

	
	
	
	
	

	 
	**Lt Col Ralph Ware (DCMA)**
	216-681-1569
	
	

	 
	(ALT) Mr. Guy Stephens
	216-681-1545
	
	

	 
	(ALT) Mr. James Wade
	216-681-1570
	
	

	
	
	
	
	

	
	
	
	
	

	
	Mr. Rick Warsinskey (SSA)
	216-522-3204
	
	

	
	Area CDR James J. Holtz NPPD/FPS (DHS)
	216-522-2374
	
	

	
	
	
	Bolded numbers are primary contact
**Send Email to Lt. Col. Ware (Ralph.Ware@dcma.mil) when scheduling a phone conference**

	
	
	
	Updated:  07/13/2016
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