IPNF SO/BLM Building Office Use Rules

Meetings/Training Sessions

Introduction

If possible meeting/course coordinator should ask an office employee to go over these rules at the start of any meeting or training session.

Visitors

· All visitors will sign in at the receptionist’s desk. 

· If the visitor has a visible Smart Card, he/she will not be issued a Visitor Badge or Visitor Pass.  Visitor is to wear the Smart Card in a visible location while in the office. 
· If the visitor does not have a Smart Card, he/she will be issued a Visitor Name tag and is expected to wear it at all times while in the building.  

· Visitors will sign out at the front desk when exiting the building.  If the training session/meeting runs past 1630 visitors will exit thru the back doors of the building as the front door is locked at 1630 and must be relocked from the inside if unlocked after that time.

Office Security
· All doors that are controlled by card locks are to remain locked at all times.  

· If visitors need to go to the break room or out the front into the lobby, meeting coordinators will assign door monitors to provide ingress/egress.

Fire or Building Evacuation

· If there is a fire or building evacuation, the Forest Service will evacuate to the northeast corner of the parking lot and the BLM will evacuate to the field in southeast corner of the parking lot.

· Receptionists take copy of the Visitor sign in book to account for all visitors. 

Caribou/Grizzly Rooms

· Emergency exits are to be used only in the case of an emergency.  For normal ingress/egress use doors on the North side of the rooms.

