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INTRODUCTION

OUTLINE AND PURPOSE:

This Emergency Communications Plan (herein refetecs the Plan) outlines the Oklahoma
Federal Executive Board's (FEB) procedures. Than ptentifies responsibilities and provides
interagency communication strategies that can bd by Federal Agency leaders in Oklahoma for
workforce planning purposes. It also provides gliiets on designating emergency personnel,
along with pay and leave policies, as developethbyJS Office of Personnel Management (OPM).

The Telework Enhancement Act of 2010 (the Act) mkedi “telework” or “teleworking” as a work
flexibility arrangement under which an employeefpens the duties and responsibilities of such
employee’s position, and other authorized actisjti’|om an approved worksite other than the
location from which the employee would otherwiserkvoAgencies should incorporate telework
arrangements into their agency emergency plannmmghat employees who would prefer to
telework in the event of such an emergency, and wadwd perform duties from an alternate
location, may do so. Last year, OPM introduced uhsecheduled telework option as a way for
agencies and employees to maintain productivityamdinuity of operations during weather events
and other emergencies without compromising thetyaft our employees or the general public.
This flexibility was developed in recognition ofroevolving use of technology and increased use of
telework and other workplace flexibilities. The gheduled telework option allows Federal
employees to telework during various weather evantsother emergencies.

Employee participation in the telework program auntary. An agency may not compel an employee to
participate in telework, even if the duties of ghesition make that employee “telework eligible.”
Therefore, an agency should never force an empl@ybe either does not wish to telework or is not
eligible to telework) to sign a telework agreemenéavoid providing excused absence to that employee
on a day when Federal offices are closed to thdipuBoth employee participation and the signingaof
telework agreement must be voluntary

The following guidelines are suggested for situaithat hinder significant numbers of employees
in Oklahoma from reporting for work on time or whigequire agencies to close all or part of their
activities. These situations include adverse werattonditions (snow emergencies, severe icing
conditions, floods, and tornadoes) air pollutionsragption of power and/or water, and other

emergency situations that would disrupt Governnogetations.

It is important for all Federal agencies affectgdhe same emergency conditions to try to
coordinate, to the maximum extent possible, thaingfor normal business operations, or the
release/excusal of their employees, as well asoppiate leave policies to protect the well being of
Federal employees and customerhis coordinated effort promotes equitable treatment of
employees, avoids confusion, lessens traffic congestion and reduces hazards inherent in some
situations.

Agency-Specific Emergenciesfor agency-specific emergencies, OPM continueglie\e that
each agency is in the best position to determieagipropriate course of action. For example,
power outages or flooding in a particular buildocauld affect one or several facilities without
requiring all agencies to take action. Agenciesehifie authority to release employees and/or close
individual facilities to the public on a localizdal)ilding-by-building basis. Each agency should
have a method for communicating and updating ojpgratatus announcements to employees as
part of the agency’s emergency procedures.

2 FEB Emergency Communication Plan-FY12



The U.S. Office of Personnel Management (OPM) idsegised Washington, DC, Area Dismissal
and Closure Procedures December 5, 26ftpg;//www.opm.gov/oca/compmemo/dismissal.pdf)

New OPM Operating Status Announcements to Improve Eergency Tool Kit: Learning from
the past year’'s widely varied emergency events, @Biidered how to better reflect unexpected
emergency situations. A 5.8 magnitude earthquakldferent from a snowstorm at night, and a
snowstorm at night is different from a snowstornthe middle of the workday. Each must be
handled differently. After coordinating with ouakeholders, OPM is adding three new
announcements to its emergency tool kit which idetia staggered early departure with final
departure time, immediate departure, and sheltptace. OPM believes that these additional
announcements will give us the flexibility we ne@edespond appropriately to unfolding events.

The purpose of this Emergency Communications Blao coordinate plans for normal business
operations, or plans for the release/excusal ofl@yeps from Federal offices and activities due to
snow, ice accumulations, flooding, or tornadoeke motification procedures outlined may also be
used for other types of announcements affecting@é@mployees (such as extra Christmas
holiday leave granted by Presidential Order). dnsideration of environmental issues, this plan
will also serve as a notification procedure foré@h Air Alert” days.

SCOPE OF THIS PLAN:

Although each Federal agency is responsible forstfety of its employees and the Continuity of
Operations, this guide assists Federal agencie®kiahoma with obtaining and coordinating
relevant information that can be readily shared rmgnBederal agencies and used for decision-
making relative to the Federal workforce.

This Plan is relevant for all executive agenciescated in the Oklahoma area.
Recommendations/coordination made by the Oklahoetkeal Executive Board DO NOT pertain
to agency personnel who have been designated asgency essential.”

The Plan does not replace Federal agencies’ ingavicemergency plans or building occupant
emergency plans, but rather complements them aveésas a resource for information-sharing and
uniform decision-making. The Plan was developethioor the procedures cooperatively outlined by
the US Office of Personnel Management, the US Gér8arvices Administration and DHS / FEMA in
the “Federal Workforce Release Decision and Netiian Protocol” for the National Capitol Region.

Terms Identified for Emergency Notification:

Our FEB suggests utilization of the newly developadhs identified in the New OPM Operating Status
Announcements to Improve Emergency Tool Kit. Al¢ab provided at the end of this plan identifying
each term and the corresponding leave considegation
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IMPLEMENTATION

Hazardous Weather

The National Weather Service (NWS) will advise thederal Executive Board's (FEB) Executive
Director of hazardous weather situations and peeaidvisories for other weather-related issues, agch
tornadoes. This notification is usually made wheamnings of snow or accumulations of ice have been
issued. These forecasts or reports of snow amciostorm conditions are usually the basis for Whic
telephone notification procedure becomes operdtiona

After consultation with the NWS, the FEB Execut&ector will make advisory information available
to affected Federal establishments when condiiizaisate an early dismissal situation.

When hazardous conditions develop during the roglefore normal duty hours, the NWS will contact
the FEB Executive Director (or designated alterntdeadvise him/her of the situation. The Exeaaitiv
Director or designated alternate will contact agemeads providing 24/7 contact information anake
information available regarding weather conditions on the Voice Mail recording of the FEB Office
number, (405) 231-4167. In all cases, the final decision to dismiss employees or close offices will be
made by the head of each agency and installation in the local area.

Employees should be advised of the notificationcpdures within their employing agency. Radio
and/or television announcements of agency clogiiogsot substitute for personal communications with
agency officials. Agency heads or a designee are asked to notify the FEB Office of closings; this
allows information sharing across agencies so that a coordinated approach can be accomplished. In

all cases, the final decision to dismiss employees or close offices will be made by the head of each
agency and installation in the local area.

Clean Air Alert

The Association of Central Oklahoma Governments@&J or Department of Environmental Quality
will call in or fax “Clean Air Alert” designations the FEB Office. This notification will occur w&h
forecasted weather conditions indicate a risk aflating the Environmental Protection Agency’s
standard of air pollution in the Oklahoma City, Jail Stillwater, and Lawton areas. Using advanced
computerized information, a team of meteorologisisalth department professionals and regional
government representatives monitor Central Oklahemather conditions and distribute alert day
notices the dapefore weather conditions are expected to aggravate tpmillevels. Clean Air Alerts
will be faxed from the FEB office to agencies ie florm of a one-page flyer that can be duplicatetl a
attached to exit doors for ALL employees to seen “Blert Days”, citizens are encouraged to reduce
carbon monoxide or ozone levels by carpooling ding the bus ($.25 on Clean Air Alert days), if
possible. Employees will need to contact theiralodetro Transit Authority to obtain route
information.

All other Emergencies

In the event of any other situation, the Federadtxive Board will coordinate emergency and other
interagency actions, including communications tsuea Federal agencies receive updated information
regarding initiatives and events that affect theefal community. The FEB will maintain a list of
emergency contacts within the Federal community (as well as alternates) with off-duty contact
information for use in the event of other emergencies. This information will not be published or
distributed; however, will be made available tespending’ Federal agencies, if determined apprapria
in the event of a disaster.
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NOTIFICATION PROCESS::

The Oklahoma FEB collects and maintains a databhsenergency contact information for each local
agency head and their deputy or other designatedabfor use in the event of a widespread emecgen
during work and/or non-work hours. This informatis used only in the event of a widespread local o
national emergency. The Executive Director willchthis information securely at all times.

Participation in this notification process is vdiary. In order to ensure and maintain an exectével
exchange, communications are designed for Fedgelicg heads, deputies, or designated alternates
only. The designated official should have decisiaking authority relative to the Federal workfarce
Each agency is requested to submit a minimum ofp@iots of contact.

In the event of a localized emergency, the Oklahdt&8 considers it prudent to notify all of our
agency contacts of the issue regardless of whétlegrare personally affected or not. This will rmak
federal leaders aware of situations in the areathr@ughout the state in an effort to avoid rumors
among employees, particularly if there is mediaetage. It is also helpful should the situationdmee
more widespread.

NOTE: It is not appropriate to delegate this agemsponsibility to Facilities or Building Managers
COOP planners, or contractors and other non-Fedarployees.

Notifications will be activated by collective agreent among the Oklahoma FEB leadership and only
during those cases deemed as emergency. Schehdespontaneous tests will take place throughout
the year on all systems to ensure that they ar&imgr

Leave Issues regarding Emergency Situations:

In addition to the leave considerations outlinedhia table at the end of this document, the folfawi
guidance is provided by the US Office of Persomh@hagement (OPM):

Emergencies before the Workday Begins. According to OPM regulations on leave, agencies may
excuse an employee without loss of pay or chardeaee (i.e., grant a reasonable amount of excused
absence) if the employee is unavoidably delayedrniving for work. Factors such as distance,
availability of transportation, the need to makeeralative child care arrangements, and the suafess
other employees in similar situations should besm®red in determining the amount of excused
absence to granHowever, employees have no entitlement to excussehee. Agencies must notify
employees of the procedures to be followed inghisation.

Emergencies During Normal Work Hours:  When an event causes agencies to close duringdhe
day, agencies may excuse an employee without fopayoor charge to leave (i.e., grant a reasonable
amount of excused absence) to avoid hardships, wlien younger children are released form
school/child care centers earlier than the annalimtemissal time and no alternative forms of child
care are available. However, employees have ritteemént to excused absence. Agencies must notify
employees of the procedures to be followed in tisgsations.

No Additional Pay or Paid Time Off for Employees Who Must Work: Employees who are required to
work on site (e.g., at the office) or telework dahgritheir regular tour of duty on a day when Federal
offices are closed to the public (or when other leyges are authorized a delayed arrival or an early
departure) are not entitled to receive overtime, pagdit hours, or compensatory time off for
performing work during their regularly scheduledrmvertime hours.

Failure to Work: An emergency employee is required to work on awlagn Federal offices are closed
to the public (or when OPM has authorized a delsgmedal or an early or immediate departure), and
for such an employee, the day is a workday and abtime and attendance rules apply.
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A telework-ready employee may be required to wxksed on agency policies and individual telework
agreements, which may be subject to any applicatilective bargaining requirements) on a day when
Federal offices are closed to the public (or whempleyees working at the office receive either a
delayed arrival or an early departure announcemant) for such an employee, the day is a workday
and normal time and attendance rules apply.

However in unique situations, an agency may detegntinat circumstances justify granting excused
absence to an emergency employee or a telework-re@aployee (required to work based on agency
policies and telework agreements, which may be estibjo any applicable collective bargaining
requirements), and such an employee may be graxeused absence (administrative leave) by the
agency. This could occur, for instance, if weattmrditions make it impracticable or dangerous for a
emergency employee to travel to the worksite, qoaiver outages or network connection problems
prevent telework.

If an employee who is required to work fails to@gpfor work without adequate reason for his or her
absence, the agency may place the employee oncabagthout leave (AWOL), and the employee may

potentially be disciplined for AWOL by the agen&ach agency is responsible for determining whether
the employee has adequate reasons for his or bened.

Employees who are not designated as emergency gegsiaor not required to telework should be
granted excused absence when their office is claséue public and they are prevented from working
due to the emergency. However, excused absencddshouibe granted to employees on (1) leave
without pay, (2) official travel, or (3) a flexibler compressed work schedule day off.
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ADDENDUM: FEDERAL EXECUTIVE BOARD RESPONSIBILITIES

Federal Executive Boards were established on Noeerhd, 1961 by Presidential Memorandum. As
outlined inPart 960 of Title Sof the Code of Federal Regulation§~ederal Executive Boards shall be

responsible for... emergency operations, such asrumaeardous weather conditions, responding to
blood donations needs, and communicating relat@eel@olicies.” (Reference: 5 CFR Part 960.107.)
Subsequent policy memorandums issued by the Dmelk® Office of Personnel Management have
requested that Federal Executive Boards, nationwidg a critical role in emergency preparedness an
response from a workforce planning perspectivéa&ir ttcommunities.

As a central management agency of the United SEsdsral government, the US Office of Personnel
Management includes Federal Executive Boards imatsonal communications plan during times of
national emergencies and local crises. Their pHlfs for “immediate notification of changes to the
operating status of the government to...Federalctinee Boards and other key Federal and local
authorities...” (Reference: Federal Manager's DeadViaker's Emergency Guide. 2002 available at
www.opm.goy The US Office of Personnel Management and théd@artment of Homeland Security
at the headquarters level have identified the FEEBvark, nationwide, as an integral resource for
information about governmentwide operations follogvian emergency. (Reference — February 14,
2002 Memo) Due to the diverse geographical area covered by@kéahoma FEB, as well as the
diversity of agency missions, our chosen role irerg@ncy decisions and notifications is that of
providing a “recommendation” based on up-to-datensistent, and accurate information from our
FEB members.

These procedures are based on the principle that ¢hbusiness of the Federal Government is vital
to serving the public everywhere.No provision of these guidelines may be applredantravention of
contractual agreements; agency instructions or efjuiels; Comptroller General Rulings; or other
pertinent controlling policies, authorities andtinstions governing the granting of annual leave or
authorization of excused absence without chardeawee during emergency situations. Application of
this guidance must be consistent with the provisiohapplicable collective bargaining agreements or
other controlling policies, authorities, and insttans. The purpose of this strategy is to provide
information when an emergency situation arises. Agenciegsrreuraged to follow these procedures;
however, agencies continue to have the resporgilfdr discretionary authority to determine normal
business operations, grant a reasonable amountxafsed absence for individual hardships or
circumstances unique to an employee. For examfpletors such as distance, availability of
transportation, or available alternatives to clildgcor eldercare may be considergdall cases, the
final decision to dismiss employees or close offices will be made by the head of each agency and
installation in thelocal area.

The Oklahoma FEB wiill:

» Strive to provide Agency heads with accurate, ugédte, and consistent information received from the
National Weather Service, State and Local governragencies so that informed decisions can be made
about agency operations;

* Maintain a database of emergency contact informdtiolocal agency heads and their designated
alternates and update on a quarterly basis;

* Provide regular status reports to the US OfficR@fsonnel Management’s 24 Watch Center (202-418-
0111) and DHS / Federal Protective Service’s 24 Mid Atlantic Mega Center (800 525-5726,) when
necessary;

» Distribute US Office of Personnel Management, Adstiation, and other guidance as appropriate.
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ADDENDUM: AGENCIES' RESPONSIBILITIES

1. Agencies should establish policies and procedwoeinclude revising and updating employees’
written telework agreements and incorporation ahsagreements into emergency planning, including
updating internal agency announcements.

2. Agencies should develop explicit proceduresdvaace that employees may use during emergencies
to notify their supervisors promptly of their inteto use unscheduled leave or perform unscheduled
telework (if telework-ready) prior to the starttbke workday or as soon as practicable. Agenciesgldho
also develop similar procedures for employees tuest unscheduled leave when an early departure
with either a staggered or final departure timamimmediate departure after the workday has ajread
begun.

3. At least annually, agencies should identify egaacy employees (including COOP employees) and
notify them in writing. The written notice shouldciude the requirement that emergency employees
report for work or remain at work (or work at hore report to an alternative worksite) when
Government operations are disrupted and an exjptenahat announcements of unscheduled
leave/unscheduled telework, delayed arrival, earlynmediate departure, or Federal offices areetlos
to the public do not apply to them unless theyias&ructed otherwise. For telework-ready employees,
requirements should be explicit in the teleworkeagnents. If an agency determines that certain
circumstances may require non-emergency employeeaggort for work or remain at work when
Government operations are disrupted, the agencyldhestablish a procedure for notifying them
individually.

4. To implement and/or maintain telework readinesgencies should continue to (1) review their
current telework policies to ensure that telewariniegrated as part of the flexibilities permitthding
disruption of normal operating procedures; (2) emshat the IT infrastructure is in place to alltasge
numbers of employees to telework simultaneously; g&ablish new situational (ad-hoc) telework
arrangements for employees who can telework, asth ta do so on a situational (ad hoc) basis, but
typically do not; and (4) permit or require all dioyees who can telework, and wish to do so onasitle

a situational (ad hoc) basis, to practice it redyland frequently to maintain effectiveness anduea
functionality.

5. Agencies are encouraged to expand their polipescedures, and telework agreements, subject to
any applicable collective bargaining requiremeassapplicable, so that when Federal offices argedo

to the public, employees with telework agreemenlisbe expected to work on those days rather trean b
granted excused absence (administrative leave)ndge and employees should take into account the
quid-pro-quo benefits of telework. That is, telelwgs an option to maintain work productivity withtou
compromising employee safety, and telework is ationpavailable all year long to help employees
balance personal and work needs.

6. Agencies must establish policies for the userafcheduled telework. Using telework as an option
when unscheduled leave/unscheduled telework oyeelarrival announcements are made will likely
be more frequent than when announcements are madese Federal offices to the public. For the
majority of announcements, it is expected thatwel& will be an available flexibility to allow
telework-ready employees to avoid lengthy commatasse leave unnecessarily.

7. For employees who are expected to telework whesteral offices are closed to the public, it is
imperative that they have the opportunity to teldnan a regular basis to ensure that they will bie a
to function effectively and efficiently.

8. Agencies must notify employees that if theyraquired to report for work and fail to do so, thvei
be charged absence without leave (AWOL) for théopenot worked and may potentially be disciplined
for AWOL upon further determination by the agenby.unique situations, an agency may determine
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that circumstances justify excusing emergency eyaas or non-emergency employees from duty, and
they may be granted excused absence administtative.

9. Agencies are responsible for determining disahigmlicies, emergency procedures, and leave
policies for employees on shift work and alterratwork schedules (i.e., flexible or compressed work
schedules) and for informing employees of thes&jesl Agencies should consult OPM’s Handbook on
Alternative Work Schedules (see information on “&s&d Absence” in the “Flexible Work Schedules”

section) to determine the “normal arrival and dapartimes” of employees on flexible schedules. The
handbook is available on OPM’s websiténtip://www.opm.gov/oca/aws/index.htm

10. Agencies should have shelter-in-place plan®ldeed to use during certain emergencies. These
plans should be communicated clearly to their eyg®e and tested periodically.

11. During an agency-specific closure or dismissaencies should have their own methods for
communicating and updating their status of openatitbo employees. These methods could include
agency website notices, emergency call-in phone beusp phone trees, automated emails, media
announcements, etc.

Additional Resources for Emergency Guidance

In any emergency situation, Government operatioag loe disrupted for extended periods. OPM has
provided numerous resources to enable Federal @geioccontinue functioning effectively during an
emergency situation. This information is availadidttp://www.opm.gov/emergency. In addition, the
following information, available on OPM’s websit#fers further guidance on continuing operations
during extended emergencies:

Handbook on Pay and Leave Benefits for Federal Emplees Affected by Severe Weather
Emergencies or Other Emergency Situations
http://www.opm.gov/oca/compmemo/2008/HandbookForimecies(PayAndLeave).pdf

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

Emergency Situations That Restrict Employees to TheAgency’s Premises {(Shelter in Place”)
http://www.opm.gov/oca/compmemo/2003/ShelterinP e

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

Telework.Gov — Emergency Planning
http://www.telework.gov/guidance_and_legislationgggency planning/index.aspx
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ADDENDUM: GUIDANCE FOR EMPLOYEES

Employees should contact their agencies to recuestal leave, leave without pay, and/or use of
earned compensatory time off or credit hours wheriumscheduled leave” policy is announced.
Agencies should notify their employees of the pduces for making such requests.

Employees must be aware that those positions fahias “emergency” may vary depending on
the emergency situation. An agency’s responsedegend on the nature of the emergency, nature
of agency mission, and the emergency location. rd'imeay be a need for identifying different
categories of emergency personnel.

Employees are encouraged to familiarize themselu#ts the procedures that have been put into
place at their agency, as well as the means oficaiton that an agency will use to inform and
instruct employees.

Employees are encouraged to develop personal fgutalys for use during times of emergency.
These plans should outlime advancewhat should be done in an emergency. Be preparadsess
the situationuse common sense and whatever you have on haalldaare of yourself and your
loved ones. Think about the places where your fasplends time: school, work and other places
you frequent. Ask about their emergency plans. Buatdhow they will communicate with families
during an emergency. If they do not have an emesgetan, consider helping them develop one.
The US Department of Homeland Security hosts a si#bhto provide guidance to the general
public for all sorts of emergency situations. (feuwww.ready.goy
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ADDENDUM: TERMS, DEFINITIONS AND LEAVE CONSIDERATI ONS

STATUS OF FEDERAL GOVERNMENT OPERATIONS
The U.S. Office of Personnel Management (OPM)azegithe following announcements when a
disruption occurs before or during the workday.e3énterms are also encouraged for federal
agencies in the field for term familiarization as@hsistency.
Announcement What Announcement Means

OPEN “Federal agencies in the Washington, DC, ared&EN.”
Employees are expected to report to their worksitdsegin telework
on time. Normal operating procedures are in effect.

Employees account for their hours of work by WATS:
Working at a worksite in the DC area,

Alternative work schedules (AWS) day off,
Teleworking, or

Scheduled leave or other paid time off.

OPEN WITH OPTION  “Federal agencies in the Washington, DC, are®&EN and
FOR UNSCHEDULED employees have tf@PTION for UNSCHEDULED LEAVE OR

LEAVE OR UNSCHEDULED TELEWORK ."
UNSCHEDULED Non-Emergency Employees must notify their supervisor of their intent
TELEWORK to use unscheduled leave or unscheduled telewiord€ivork-ready).

Non-emergency employees have the option to

(1) use earned annual leave, compensatory timerefdlit hours, or
sick leave, as appropriate;

(2) use leave without pay; or

(3) request to use their flexible work schedule ofiyr rearrange their
work hours under flexible work schedules.

Telework-Ready Employees who are regularly scheduled to perform
telework or who notify their supervisors of theiteéntion to perform
unscheduled telework must be prepared to telewarihe entire
workday, or take unscheduled leave, or a combinatfdoth, for the
entire workday in accordance with their agency’bges and
procedures, subject to any applicable collectivgdiaing
requirements.

Emergency Employees are expected to report to their worksites on
time unless otherwise directed by their agencies.
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OPEN — XX HOUR(S)
DELAYED ARRIVAL
— WITH OPTION FOR
UNSCHEDULED
LEAVE OR
UNSCHEDULED
TELEWORK

OPEN - XX HOUR(S)
STAGGERED EARLY
DEPARTURE

“Federal agencies in the Washington, DC, are@&EN underXX
HOUR(S) DELAYED ARRIVAL and employees have t@PTION
FOR UNSCHEDULED LEAVE OR UNSCHEDULED

TELEWORK. Employees should plan to arrive for work no month
XX hour(s) later than they would be expected tovarr’
Non-Emergency Employees:

Excused AbsencelNon-emergency employees who report to their
offices will be granted excused absence (admiriiggrdeave) for up to
XX hour(s) past their expected arrival time.

Use of Unscheduled LeaveNon-emergency employees may notify
their supervisors of their intent to (1) use earaedual leave,
compensatory time off, credit hours, or sick leasappropriate; (2)
use leave without pay; or (3) request to use fletible work schedule
day off or rearrange their work hours under flegitdork schedules.
Telework-Ready Employees who are regularly scheduled to perform
telework or who notify their supervisors of theiteéntion to perform
unscheduled telework must be prepared to telewarihe entire
workday, or take unscheduled leave, or a combinatfdoth, for the
entire workday in accordance with their agencyai@es and
procedures, subject to any applicable collectivgdiaing
requirements.

Pre-approved Leave. Employees on pre-approved leave for the entire
workday or employees who requested unschedulee keathe entire
workday should be charged leave for the entire day.

Emergency Employees are expected to report to their worksites on
time unless otherwise directed by their agencies.

“Federal agencies in the Washington, DC, are@®&EN. Employees
should deparkX HOUR(S) earlier than their normal departure times
and may requesiNSCHEDULED LEAVE to depart prior to their
staggered departure times.”

Non-emergency Employees:

Excused AbsencelNon-emergency employees will be dismissed from
their offices XX hour(s) early relative to theirmaal departure times
and will be granted excused absence (administriase) for the
number of hours remaining in their workdays.

Departure Prior to Early Dismissal Time. Non-emergency
employees who depart prior to their staggered ehparture times
may request to use unscheduled leave. Such emglayikde charged
leave for the remainder of their workday and wdt be granted
excused absence

Telework-Ready Employees performing telework must continue to
telework or take unscheduled leave, or a combinaifdoth for the
entire workday or the remainder of the workdayajpglicable, in
accordance with their agency’s policies and prooesiisubject to any
applicable collective bargaining requirements.

Pre-approved leave. An employee on pre-approved leave for the entire
workday or an employee who has requested unschithdee before
an early departure policy is announced should naatto be charged
leave for the remainder of the workday.

Emergency Employees are expected to remain at their worksites unless
otherwise directed by their agencies.
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OPEN - XX HOUR(S)
STAGGERED EARLY
DEPARTURE — ALL
EMPLOYEES MUST
DEPART NO LATER
THAN XX: XX AT
WHICH TIME
FEDERAL OFFICES
ARE CLOSED TO
THE PUBLIC.

IMMEDIATE
DEPARTURE —
FEDERAL OFFICES
ARE CLOSED TO
THE PUBLIC

FEDERAL OFFICES
ARE CLOSED TO
THE PUBLIC

“Federal agencies in the Washington, DC, areg®D&EN. Employees
should deparkX HOUR(S) earlier than their normal departure times
and may requesiNSCHEDULED LEAVE to depart prior to their
staggered departure times. All employd84ST DEPART at no later
than XX: XX at which timé&~EDERAL OFFICES in the Washington,
DC, area ar€LOSED TO THE PUBLIC .”

Non-emergency Employees:

Excused AbsencelNon-emergency employees will be dismissed from
their offices early relative to their normal depaettimes or at the final
departure time and will be granted excused abs@urrinistrative
leave) for the number of hours remaining in thearkday beyond their
early departure times or their final departure time

Departure Prior to Early Dismissal Time. Non-emergency
employees who depart prior to their staggered ehparture times or
final departure time may request to use unschedeta. Such
employees will be charged leave for the remainélénair workday

and will not be granted excused absence.

Pre-approved leave. Employees on pre-approved leave for the entire
workday or employees who have requested unschetkded before
an early departure policy is announced should nostto be charged
annual or sick leave for the entire day or remaimd¢he workday, as
applicable.

Telework-Ready Employees performing telework must continue to
telework or take unscheduled leave, or a combinaifdoth for the
entire workday in accordance with their agency’bgoes and
procedures, subject to any applicable collectivgdiaing
requirements.

Emergency Employees are expected to remain at their worksites unless
otherwise directed by their agencies.

“IMMEDIATE D EPARTURE. Employees should depart
IMMEDIATELY .FEDERAL OFFICES in the Washington, DC,
area areCLOSED TO THE PUBLIC.”

Non-emergency employees should depart immediately from their
office. All non-emergency employees will be granéedused absence
(administrative leave) for the number of hours reing in their
workday unless they are:

on official travel outside of the Washington, D@sa& on leave without
pay, or on an alternative work schedule (AWS) diiy o

Telework-Ready Employees performing telework must continue to
telework for the entire workday or take unschediléade for the
remainder of the workday, as applicable in accardamith their
agencies’ policies and procedures, subject to ppliable collective
bargaining requirements.

Emergency Employees are expected to remain at their worksites unless
otherwise directed by their agencies

“FEDERAL OFFICES in the Washington, DC, area &2& OSED

TO THE PUBLIC .”

Non-emergency employees (including employees on pre-approved paid
leave) will be granted excused absence (administrégave) for the
number of hours they were scheduled to work uritesg are:

required to telework, on official travel outsidetbé Washington, DC,
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area, on leave without pay, or on an alternativekvgohedule (AWS)
day off.

Telework-Ready Employees who are scheduled to perform telework on
the day of the announcement or who are requir@etimrm
unscheduled telework on a day when Federal ofaceslosed to the
public must telework the entire workday or requeate, or a
combination of both, in accordance with their agesiqolicies and
procedures, subject to any applicable collectivgdiaing
requirements.
Emergency Employees are expected to report to their worksites unless
otherwise directed by their agencies

SHELTER-IN-PLACE “FEDERAL OFFICES in the Washington, DC, area are under
SHELTER-IN-PLACE procedures and af@l. OSED TO THE
PUBLIC.”
Employees Located at Agency Worksite. All employees should follow
their agency’s emergency procedures for sheltglane. Employees
should remain in their designated safe area Uy tire notified by
agency officials that they may return to the offozdeave the worksite.
Telework-Ready Employees performing telework are expected to
continue working during the shelter-in-place, uslaffected by the
emergency or otherwise notified by their agencies.

For more information or to comment on the Oklahdfaderal Executive Board’'s Emergency
Communications Plan, please contact Executive RireteAnn Jenkins on office phone, (405
231-4167; cell phone, (405) 831-5746; or erhainn.Jenkins@gsa.gov

14  FEB Emergency Communication Plan-FY12



