08 September 2006

ALCOAST 457/06

COMDTNOTE  12250

SUBJ:  DISASTER AND EMERGENCY CONTACT INFORMATION FOR CIVILIANS

1.  THIS MESSAGE INFORMS SUPERVISORS AND MANAGERS TO PREPARE FOR

EMERGENCY SITUATIONS.  MANAGERS MUST ENSURE THAT CIVILIAN EMPLOYEES

ARE INFORMED OF LOCAL POLICIES.  AREAS FOR MANAGERS TO REVIEW ARE

A) LOCAL PROCEDURES RELATED TO CONTINUITY OF OPERATIONS (COOP)

INCLUDING EMERGENCY EVACUATION OF CIVILIANS B) LOCAL POLICIES

REGARDING COMMUNICATIONS BETWEEN CIVILIAN EMPLOYEES AND MANAGEMENT

DURING EMERGENCY SITUATIONS INVOLVING DISASTERS, SEVERE WEATHER,

BIOLOGICAL AGENTS, ETC.

2.  SUPERVISORS AND MANAGERS MUST DESIGNATE APPROPRIATE CIVILIAN

PERSONNEL AS ESSENTIAL FOR EMERGENCY SITUATIONS.  THERE MAY BE

DIFFERENCES IN DESIGNATING EMERGENCY PERSONNEL BASED ON THE TYPE OF

EMERGENCY SITUATION.  SUPERVISORS AND MANAGERS SHOULD REVIEW AND

UPDATE THEIR EMERGENCY PERSONNEL ROSTERS AND IDENTIFY WHICH

PERSONNEL ARE MISSION CRITICAL.  SUPERVISORS MUST ALSO REVIEW LOCAL

CONTINUITY OF OPERATIONS PLANS TO INCORPORATE CHANGES AND NOTIFY

EMPLOYEES IN WRITING.

3.  LESSONS LEARNED FROM HURRICANE KATRINA AND OTHER DISASTERS

SUPPORT THE NEED FOR ENSURING EMPLOYEE CONTACT AND AGENCY/UNIT

POINTS OF CONTACT ARE CURRENT AND COMPLETE PRIOR TO EMERGENCY

SITUATIONS.  A SUGGESTED FORMAT FOR COLLECTING THIS INFORMATION IS

LOCATED AT WWW.USCG.MIL/HQ/CGPC/CPM/HOME/EMERGENCY.HTM.  THIS SITE

ALSO CONTAINS A NEW HANDBOOK OF QUESTIONS AND ANSWERS FOR CIVILIAN

EMPLOYEES AFFECTED BY EMERGENCY SITUATIONS INCLUDING LINKS TO

GUIDANCE ON PANDEMIC INFLUENZA.  TO FACILITATE THE DETERMINATION OF

BENEFITS, CG-1 MUST BE INCLUDED IN THE DISTRIBUTION LIST FOR

MESSAGE TRAFFIC CONCERNING EMERGENCY EVACUATION ORDERS INCLUDING

INITIATION, TERMINATION, AND MODIFICATION.

4.  ALTHOUGH THE COLLECTION OF EMERGENCY CONTACT DATA IS VOLUNTARY,

EMPLOYEES SHOULD BE AWARE THAT FAILURE TO PROVIDE THE INFORMATION

CAN DELAY THE COMMUNICATION OF MISSION-RELATED INFORMATION, DELAY

TIMELY NOTIFICATION TO NEXT OF KIN, AND/OR MAKE IT DIFFICULT TO

ACCOUNT FOR EMPLOYEES.  IF THE EMERGENCY DATA IS OUTDATED,

EMPLOYEES MUST TAKE THIS OPPORTUNITY TO REVIEW AND REVISE THIS

INFORMATION.  MANAGERS SHOULD ESTABLISH PROCEDURES TO UPDATE THE

EMERGENCY CONTACT INFORMATION ON A REGULAR BASIS.

5.  EMERGENCY CONTACT INFORMATION WILL BE MAINTAINED BY LOCAL

MANAGEMENT OFFICIALS AND PROVIDED ONLY TO THOSE EMPLOYEES WITH AN

OFFICIAL NEED TO KNOW.  MANAGERS MUST ENSURE THE INFORMATION IS

SAFEGUARDED AGAINST UNAUTHORIZED USE.  DIRECT ACCESS CANNOT BE USED

TO STORE THIS INFORMATION DUE TO THE INABILITY TO RESTRICT USER

ACCESS.

6.  WHEN UNABLE TO REPORT FOR DUTY, IT IS THE EMPLOYEES

RESPONSIBILITY TO NOTIFY THE DESIGNATED PERSONNEL ACCORDING TO

THEIR LOCAL PROCEDURES.  EMPLOYEES IN DETACHED UNITS WILL BE PLACED

UNDER THE ADMINISTRATIVE CONTROL OF THE ORGANIZATION HAVING

OPERATIONAL RESPONSIBILITY DURING A DISASTER OR IN OTHER EMERGENCY

SITUATIONS.  DETACHED UNIT EMPLOYEES ARE RESPONSIBLE FOR BECOMING

FAMILIAR WITH AND FOLLOWING LOCAL CHECK-IN, RECALL, AND REPORTING

FOR DUTY PROCEDURES.

7. THE AUTHORITY FOR EARLY DISMISSAL OR RELEASE OF CIVILIAN

EMPLOYEES IN EMERGENCY SITUATIONS IS DETERMINED ACCORDING TO LOCAL

PROCEDURES AND THE DELEGATION OF THIS AUTHORITY WITHIN THE CHAIN OF

COMMAND.  TYPICALLY, THIS AUTHORITY RESIDES WITH THE COMMANDING

OFFICER.

8.  IF YOU HAVE ADDITIONAL QUESTIONS, PLEASE CONTACT YOUR SERVICING

COMMAND STAFF ADVISOR OR HUMAN RESOURCES SPECIALIST.

9.  INTERNET RELEASE AUTHORIZED.

10.  CLIFFORD I. PEARSON, ASSISTANT COMMANDANT FOR HUMAN RESOURCES,

SENDS.

