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Office Symbol 
MEMORANDUM FOR Employees Assisting in Emergency Recovery Operations

SUBJECT:  Operating Guidelines for Emergency Operations Temporary Assignment

1.  Thank you for participating in our emergency recovery operations.  Your time and expertise in accomplishing the mission is greatly appreciated.   For those volunteers outside the District, welcome to the Seattle District!  I am pleased and grateful to have your assistance.

2.  This Emergency Operations Deployment information packet includes important information from several offices.  The subjects include:  pay issues (i.e. hours of operation, overtime and Fair Labor Standards Act (FLSA) determinations), timekeeping, ethics and conduct, security considerations and reporting requirements, and safety.  Your understanding of this information is imperative to the accomplishment of a successful operation.  In addition to the packet information, I would like to personally emphasize the following issues:

a.  Accurate timekeeping is everyone’s responsibility.  As an employee, you must keep a daily record of your time worked.  This record eliminates errors in the emergency operations environment.  Supervisors are responsible for ensuring that the time submitted is accurate.  The supervisor’s signature validates the time record so funds can be expended to cover the labor costs.  This record becomes the basis for the labor costs charged to FEMA.  Thus, I ask for your diligent attention to this matter.

b.  It is also important that you perform primarily the work described for the position to which you were deployed.  If you are a permanent exempt employee, who is temporarily assigned to non-exempt, you are limited to a 29-calendar day assignment.  Personnel representatives will assist supervisors in monitoring this time limit.  Requests for extensions beyond the 29-day limit must be submitted to my office, by the temporary supervisor, at least two weeks before the deadline occurs.  Unless prior approval is granted, an exempt employee performing non-exempt work must be returned to the home station, no later than the 29th day of employment.  Because of the Fair Labor Standards implications, it is imperative that all involved comply with this requirement. 

c.  As a representative of the U.S. Government and/or U.S. Army Corps of Engineers, it is crucial that the public trust is maintained as you carry out your duties.  The ethics and conduct enclosure contains excellent information regarding conduct.  Please pay particular attention to the following excerpts:

(1)  Employees shall put forth honest effort in the performance of their duties.


    (2)  Employees shall protect and conserve Federal          property and shall not use it for other than authorized    activities.

(3)  Employees are encouraged to disclose waste, fraud,     abuse and corruption to appropriate authorities.  This      includes, but is not limited to:  false reporting of time    and expenses, accepting gifts for personal gain, etc.

d.  The security and safety information in the packet also provides some excellent tips to follow.  Please be assured that the safety of all employees is our first and foremost concern.  If there is a threat to your security, in the area in which you are working or living, leave the area immediately and report the situation to your supervisor and appropriate authorities.  

e.  You are encouraged to read the Employee Assistance Program (EAP) information in your packet.  Do not hesitate to contact an EAP counselor any time you need to talk about what you are experiencing.  You are also encouraged to make an appointment with the EAP counselor in your home District, upon your return.

f.  Any on duty use of alcohol and unauthorized use of controlled substances is not tolerated.  If you do not conform to this policy, you will be returned to your home duty station immediately.

g.  It is understood that there may be social activities after work and on your own time, where alcohol is consumed.  If you choose to participate, you should do so responsibly.  Ensure that there is a designated driver.  Unauthorized us of controlled substances will not be tolerated at any time.  At all times, the public and others, will see you as a representative of the U.S. Government and/or U.S. Army Corps of Engineers; therefore, appropriate professional behavior is expected.  Your failure to comply with the above requirements may subject you to disciplinary action.

3.  If you have any questions regarding the information in the orientation packet or any other issues, you should discuss the matter with your on-site supervisor or utilize the supervisory chain.  There is also an on-site personnel representative, who is available to you.

4.  I am grateful for your commitment to helping us get the job done.  Your welfare and safety are my utmost concerns during this time.  Again, thank you for your support.

Commanders Name
Colonel, Corps of Engineers

Commanding
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