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 I.
BACKGROUND



The Service Unit facilities can expect inclement weather to result in treacherous road conditions and certain administrative situations relating to failure of building services such as electrical, heating, water, and air conditioning. In both instances employees can be relieved temporarily from duty.


II.
PURPOSE



For emergency situations it may become necessary to modify the normal work schedule and attendance rules for the safety and welfare of patients and employees. Note: This policy is identical to Administrative General Policy II.M Administrative and Emergency Situations.


III.
POLICY



In accordance with HHS Instructions 610-3, the Area Director for the Area Office and the Chief Executive Officer for their respective Service Unit, are authorized to issue an administrative order in administrative and emergency situations affecting the normal tour of duty for its employees and temporary closure of facilities.


IV.
PROCEDURES



Please reference the  memorandum from Area Executive Officer, (dated 1-8-91) regarding Administrative and Emergency situations and accompanying documents referring to HHS Personnel Manual Transmittal Instruction 610-3, Temporary Closing of the Workplace and Treatment of Absences.



As an addendum to the above instructions, the following procedural conditions apply to temporary closure of facilities under the Service Unit.



1.
Executive Order must be issued by the Chief Executive Officer or in his/her absence, the Administrative Officer, to officially grant closure of a health care facility, according to Instruction 610-3. Verbal approval may be granted, however, written confirmation must be done by close of business the same day.



2.
For temporary closure of a facility, every attempt must be made by management to notify local radio and newspaper outlets regarding closure. This notice is to benefit the general public and inform all IHS and tribal personnel located at the facility. In addition, nearby IHS and non IHS facilities should be notified of the situation.



3.
The following constitute a fixed schedule for Indian Health Center:




General Outpatient Clinic: M-F 8:00 a.m. to 5:00 p.m. Urgent Care available Monday 7a.m.-Friday 7p.m. All other times go to Memorial Hospital E.R.




Administration and Business Office: M-F 8:00 a.m. to 5:00 p.m.




Facilities Management: 24 hours a day, 7 days a week.




The following constitutes a fixed schedule for satellite clinics: 




XXX Ambulatory Clinic: Monday & Thursday, 9:00 a.m. to 2:30 p.m.




ZZZ Ambulatory Clinic: Wednesday & Friday, l0:00 a.m. to 2:30 p.m.



4.
Under extreme situations (weather, heating, cooling, water line problems, etc.) the urgent care room shall maintain minimum staff coverage in the event of life threatening situations requiring prompt medical attention. Each department supervisor shall be responsible for identifying key personnel involved in critical services that must remain on duty under extreme administrative and emergency situations that require temporary closure.



5.
The excused absence and leave table  as part of Instruction 6l0-3 will apply in all emergency and administrative situations.  This policy does pertain to all approved flexitour/flextime schedule employees not identified as essential employees by their respective supervisor.



6.
Sound management judgement will be exercised in determining when to close, how long to remain closed and how much excused absence to approve.  All alternatives should be exhausted depending on the specific circumstance in each case (water line break/frozen water lines etc.).






