Maine Food and Agriculture Council
US DA 967 Illinois Avenue Suite 4

>———-— Bangor, ME 04401

‘ o Phone: (207) 990-9100 ext 4
Examp[e Action Plan Fax: (207) 990-9165

September 26, 2012

TO: Rural Development, Farm Service Agency, Natural Resources
Conservation Service State Office, OCIO/ITS, and Service Center
Employees

SUBJECT: Emergency Dismissal or Closure Procedures

This memorandum provides information concerning those events that require
emergency dismissal or office closure that affect employees at the State Office and
Bangor Service Center. :

Einergency before the workday begins. All employees are responsible for obtaining

the appropriate information as announced by the State FAC through the local media. In
cases of emergency dismissal or office closure before working hours, the State FAC
Chair, in consultation with the other agency heads, will make a decision by 6:00 am to
determine when weather conditions prevent safe travel to the State Office and Bangor
Service Center. Decisions to close will be based on official public announcements by
state, local or federal authorities that driving is extremely hazardous and travel should

be avoided.

Public Announcement. Official notification for the State Office and Bangor Service
Center will be announced on the following television stations by 6:00 am as USDA State

Offices.

WLBZ Channel 2 Storm Center
WABI Channel 5 Stormwatch

Employee Notification. Employees are to call 990-9198.

All other Service Centers. The local FAC Chair, in consultation with the other agency
heads at field office locations, will make the decision to determine when weather
conditions prevent safe travel to the USDA Service Centers. Decisions to close will be
based on official public announcements by state, local, or federal authorities that driving
is extremely hazardous and travel should be avoided. The State Office is to be notified
when a decision has been made to close an office. When conditions are such that an

967 lilinois Avenue, Suite 4  P.O. Box 405 » Bangor, ME 04402-0405
TEL: 207-990-9160 = FAX: 207-990-9165 = TTY/TDD: 207-942-7331

Committed to the future of rural communities

USDA is an equal opportunity provider, employer and lender.
To file a complaint of discrimination, write: USDA, Director, Office of Civil Rights, 1400 Independence Avenue SW,
Washington, DC 20250-9410, or call (800) 795-3272 (voice) or (202) 720-6382 (TDD).



Page 2

office will not open, employees at those locations will be granted administrative leave in
accordance with agency regulations.

- Federal agencies are open; employees are expected to regort to work. When there
is no office closure, employees are expected to report to work as usual. Any leave

taken due to tardiness is subject to agency approval.

Federal agencies are operating under an unscheduled leave policy: employvees
may take leave without prior approval. Federal agencies will open on time. If
employees request, they may take annual leave, leave without pay (LWOP), accrued
compensatory time, or credit hours, without prior approval from their supervisors.
Employees must inform their supervisor of their intentions.

Federal agencies are operating under a delayed arrival policy. Employees are

expected to arrive at work no later than the announced opening time. Employees
should adjust their normal home departure time consistent with the announcement.
Telework employees are expected to report for work on time.

Federal agencies are closed. Employees should not report to work and leave will be
granted in accordance with local agency policy.

This pOIicy will remain in effect until superseded.
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