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[bookmark: _Toc528068281]Purpose Statement 
The Department of Enterprise Services (DES), Buildings and Grounds (B&G) Snow and Ice Removal Plan is designed to give an overview of the operating procedures to be followed during snow or ice conditions.  The Plan does not include all situations and in some cases DES may alter procedures to ensure safe operations of the Capitol Campus (Olympia). 

There are several goals for the Snow and Ice Removal Plan:

· Make every effort to keep the Capitol Campus and surrounding locations safe during inclement weather conditions. 
· Provide accessible guidelines and procedures for internal and external customers.  
· Provide reasonable driving conditions during adverse inclement weather conditions.
· Reduce interruption of state business on and off the Capitol Campus.
· Maintain clear and safe access to state buildings.
· Winterize equipment and water lines to avoid damage and costly repairs.

The purpose of the Plan is to increase public safety from snow and ice challenges during inclement weather conditions.  During inclement weather, DES will make every effort to maintain traffic flow on and off Capitol Campus as near to normal driving conditions as possible.

The Plan for snow and ice removal is designed to maintain operational capabilities and provide safety for public and state employees during winter weather conditions.  The Plan will be executed whenever the potential or accumulation of snow or ice challenges the capabilities of the safety of the public or state employees doing business on or off the Capitol Campus.

[bookmark: _Toc528068282]Dispatch Procedures
State employees, citizens, and other customers can call the B&G Work Management Center at (360) 725-0000 during regular business hours.  After hours and on the weekends the phones will be manned and answered by the Powerhouse staff.

[bookmark: _Toc528068283]Emergency Information
Individuals are expected to call 9-1-1 in an emergency situation.  If an employee sustains an injury, their supervisor should be contacted as soon as possible. 

[bookmark: _Toc528068284]Weather Conditions
· http://www.wrh.noaa.gov/sew/


[bookmark: _Toc528068285]Emergency Kit
B&G assigned vehicles must have the appropriate emergency kits in their state vehicles.  
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[bookmark: _Toc528068286]Snow and Ice Removal
An accumulation of more than two inches of snow will usually require plowing.  The condition of the snow (wet or dry) must be taken into consideration along with the weather forecast and expected temperatures.  During regular business hours, grounds and custodial crews will plow and clear walkways with riding lawn tractors, spreading ice melt, shoveling steps and entrances and removing water from building entrance floors to prevent slips and falls. 

Trades staff from each shop can be asked by grounds leads to provide additional assistance as needed.

Working with their supervisor, evening custodial staff may be tasked to spread ice melt at building entrances as needed during the evening hours, as well as assist with snow shoveling.

Capitol Campus
DES snow removal priorities are divided into three levels of priority.  Specific areas within each priority level are listed in declining sequence in accordance with their effect on safety and traffic flows.  The Campus Snow Plan Maps (Attachment A, pages 17 through 28) provides a visual of the priorities.  (See Attachment C, page 33 regarding Tips for Manual Snow Shoveling).  
Priority 1 
Entry roads
Areas Marked In Red on the Campus Snow Removal Road and Sidewalk Priorities.   
(See Attachment A page 19) 

Priority 2 
Prioritized ADA parking sites
Areas Marked In Green on the Campus Snow Removal Road and Sidewalk Priorities. 
(See Attachment A page 19) 

Priority 3 
Building entrances, steps and sidewalks
Areas Marked In Yellow on the Campus Snow Removal Road and Sidewalk Priorities.
(See Attachment A page 19) 

[bookmark: _Toc528068287]Heavy Snow (Over six inches predicted)
Heavy snow compounds the complexities of plowing, deicing or sanding roads, parking lots, and walkways.  If there is a prediction of six inches of snow or more, follow the plan below.  

Planning Prior to the Event
1. Review the weather forecast from the National Weather Service
2. Create a special work order number for all snow/ice mitigation labor and materials, including equipment rentals
3. Stage equipment and barricades.
a. Ensure there is a sufficient supply of caution tape, emergency cones and barricades.
b. Ensure there is sufficient supply of hard plastic snow shovels, hand warmers and gloves
c. Close dangerous pedestrian pathways and stairways.
d. Check all vehicles for readiness.
i. Top off tanks
ii. Order diesel fuel.
iii. Check plows and sanders.
iv. Lease and have on site, additional equipment as necessary such as a “Bobcat” and loader.
v. Work with Motor Pool to obtain 4-wheel drive vehicles for B&G crews.
3. Make sure radios are in working order, batteries charged and spare batteries are available to support long shifts.
4. Mark storm water drains prior to the predicted snow event and ensure they are free of debris and functioning
5. Review convenience contracts for tree removal, pruning services, and plowing services to augment DES resources.  (See page 11 for the DES Heavy Equipment Rental contract list)
6. Management will assess the projected snowfall and length of the storm and decide whether to initiate an Incident Command Post to manage the storm event  The ICP will have the following components:
– Two trained B&G leaders per shift who will be responsible for tracking and prioritizing needed work for each shift, marking locations of crews and equipment on a campus map, tracking learnings throughout the process and coordinating overall flow of work on a 24/7 basis
 Two B&G staff to assess field conditions and communicate task priorities to and from the ICP.  One staff will be responsible for west campus and the other for east campus, parks and off campus properties
– A B&G staff to coordinate communication needs within Facilities and B&G
See the B&G ICP SOP for more details on the setting up and operation of an ICP.
7. Management will follow the inclement weather call procedure (Attachment D, see page 35) to provide notification about agency activities.
8. Coordinate with House and Senate Administrations or designated representatives to pre-identify any scheduling issues or exchange Legislative Session information. 
9. Advisory note for agencies to refer to their Continuity of Operations Plan (COOP) to determine if weather conditions may have any impacts on operational business considerations.




Execution during the Event

1. Initiate the B&G Snow & Ice Emergency Collaboration Contact List.  (See Attachment B, page 31) 
2. Utilize DES motor pool 4x4 vehicles to pick up key personnel from their homes if they are unable to get to work on their own.
3. Follow the snow and ice removal priorities listed in the Campus Snow Plan Maps (Attachment A, pages 19 through 30) provides a visual of the priorities.  
4. Work with Senate and House Security staff and the Chief Clerk of the House and Senate to determine, based on Legislative Session activities, the feasibility of having a two hour delay in the start of legislative activities; simultaneously work with the Governor’s Office, Supreme Court, and Elected Officials to delay their start time by two hours to allow B&G enough time to prepare roads, walks, and parking lots.
5. Keep building access and stairs clear at all times.
6. Remove snow from walkways and do not let them exceed 2 inches of snow before plowing.
7. Follow special equipment criteria for the NRB parking garage surfaces
8. – tires must be inflated rubber (not solid)
- snow blades must have a rubber edge
- snowplows and other equipment must not spin tires when pushing snow
9. Consider the need for hot food/drinks for B&G staff.  Purchasing will be coordinated through B&G procurement office. During a 24/7 response, a food preparation team of three people (one lead) should be formed.  This team will be responsible for coordinating the following:
· Recruiting and scheduling help as needed from Facilities and B&G staff
· Purchasing food and supplies
· Providing food and drinks for staff at 7:00 am, noon and 6:00 pm
· Coordinating delivery of sack food to operators in the field that cannot get to the B&G lunch room
10. Consider the need for hotel accommodations for B&G staff. Purchasing will be coordinated through B&G procurement office.
11. Shake snow off the recently planted young trees to minimize limb damage.
12. Make sure the Insurance Building vents/intake and exhaust grills are clear of snow and ice. 
13. Leave all equipment keys in greenhouse key box at the end of each shift or when a piece of equipment is no longer needed or operational
14. Realize that the Grounds mechanic’s top priority is to coordinate the shop and equipment repairs, followed by operating equipment in the field if possible.
15. Utilize area behind 721 Building in Heritage Park for stockpiling excess snow.


Recovery after the Event
1. Keep storm drains clear as the snow melts to preclude urban flooding.
2. Clear parking lots that did not get cleared during the snowstorm.
3. Monitor and clear snow piles where practicable.
4. Create an inventory of damage to curbs, parking stops, signs, etc. for repair
5. Hold an After Action Review to identify any areas of improvement within the snow and ice removal plan and update plan accordingly
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If ice is noticed or reported by custodial staff, the custodial staff may place ice melt on the identified areas and report actions taken to their supervisors. 

Priorities are set for the prevention of freezing roads, sidewalks and parking lots. Signage will be placed warning employees and the public of the hazardous conditions.
(See Campus Black Ice Preparation Map, Attachment A, page 24)

Sand should be used on concrete less than one year old instead of ice melt.  (See Attachment E, page 38)

Scenario 1
Wet parking lot, no snow forecasted - freezing conditions possible between 5:00 AM and 8:00 PM of the following day.

· Who responds?  Appropriate number of staff operators trained on spreaders/sander and tractor.
· When is response?  4:00 AM or sooner if conditions warrant. CCB on asphalt surfaces prior to freezing if dry.
· What areas are covered?  Sidewalks, driveways, and parking lots.
· What methods are used?  Ice Melt on sidewalks and plazas, Ice melt and/or sand may be used on asphalt surfaces.  

Scenario 2
Monday - Thursday:  Heavy snow expected to start overnight – freezing condition possible.

· Who responds?  Four night custodians to operate equipment
· When is response?  1:00 AM night custodians; 4:00 AM gardeners and trades staff.  
· What areas are covered?  Sidewalks, plazas driveways, and parking lots.
· What methods are used?  Ice Melt on sidewalks before snowfalls, snowplow sidewalks and plazas when snow reaches 1.5 inches. Snow plow roads and parking lots when snow reaches 2.0 inches.

Note to Employees
Black ice is nearly invisible and could be dangerous.  Wear shoes with good traction and use handrails when they are available.


Note to Drivers
Black ice affects the roads, parking lots, and sidewalks and other walking surfaces.  DES will be applying ice melt to sidewalks, stairwells and building entrances and deicing roads and parking lots.
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B&G will conduct mandatory annual equipment training for all staff assigned to operate snow-plowing equipment  in November.  DES employees will not be allowed to operate heavy equipment unless they are trained and on the Grounds Department’s training list.  

DES will perform at a minimum one table-top snow removal exercise prior to November 1.  
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DES will provide communication to campus facility coordinators and stakeholders on how B&G will manage anticipated snow/ice conditions 24 to 48 hours in advance. 

The Senate Security and House Security Offices have 800 MHZ radios to ensure communication regarding the status of snow removal.  This is especially important during session to advise where and when parking lots are open.  

The security offices can communicate with parking attendants and relay information more quickly to B&G staff on the Emergency Channel to address critical issues using the radio as well.

A B&G communications lead will update the B&G staff call in line daily so staff know when and where to report to work each day during an even. The same information should also be shared via emails.

[bookmark: _Toc528068291]Personnel Safety
During inclement weather, the staff will need to take a 15-minute break every hour.  They will have one half hour lunch and will not be allowed to work longer than a 12 hour shift.  Food and drink may be provided for the staff working in these conditions by management or other staff donation.  

The staff must wear the appropriate attire for the weather conditions.  The hats, gloves, boots, hand warmers, and rain gear will be available in the B&G Supply Office.   
(See Attachment C, page 33 and 34 for Tips for Manual Snow Shoveling)
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Below is a list of the staff scheduled during inclement weather as of January 9, 2020
	B&G Snow and Ice Resource List

	 
	Shift 1
	Shift 2
	Shift 3

	 
	12:00 AM - 8:30 AM
	8:00 AM - 4:30 PM
	4:00 PM - 12:30 AM

	
	
	
	

	Snow Plow/Ventrac snow blower
	Mary Harrison
	Kevin Battin
	Dan Kirschner 

	 
	Jeff Hogan
	Kailee Moulton
	Jessica Dorian 

	 
	Sterling Trevena-Garon
	Nathan Bren
	James Skinner

	 
	 
	
	

	Lawn Tractor/Skid Steer/
	Chris Brownell
	Ash Venable
	Sam Harding

	 Tractor w/ front loader
	Matt Pecolatto
	David Williams
	Martrelle Adams

	
	
	Keith Peterson
	Rick Bowman

	 
	John Cahill
	Deb Rafferty
	Frank Weeks

	 
	Phu Nguyen
	Clayton Musgrove
	Pat Guffey

	
	Weston Pouge
	Roc Zimmerman
	Ronnie Boone

	
	
	Matt Van Horn
	

	Snow Shovel/Manual Back Up Support
	Eric Leippe
	Rebekah  McCullough
	Ken Taimanglo

	
	Wes Cline
	Anthony Gaudiano
	Leonard Smith

	 
	Ken Carlson
	Kyle Ingalson
	Jeff Johnson

	 
	Sarah Thomasson
	Corey Sparks
	

	
	
	
	

	Shift 2 will be supplemented by the day caretakers.
Shift 3 will be supplemented by the night custodial crew. 

	Note:  At the end of each shift and at the beginning of the next shift all staff, including a representative from the ICP, should meet at the greenhouse for task/equipment hand-offs and other communication between shifts




	Incident Command Post Staffing

	
	Shift 1:  7am-7pm
	Shift 2: 7pm-7am

	ICP Lead
	Jacob Simmons
	Chris Simpson

	ICP Coordinator
	Deb Reichelderfer
	Amanda Greer

	Field Coordinator
	Jeff Whitehead
	TJ Snodderly

	
	
	


 
Picking up/taking home staff stuck at home: Deb Reichelderfer; Craig Gunn (am), Bob Hall






	Food Preparation Team

	
	Shift 1:  5:00 am – 9:00 am 
(Food ready at 7:00 am)
	Shift 2: 10:00 am –
1:00 pm 
(Food ready at noon)
	Shift 3:  6:00 pm – 9:00 pm 
(Food ready at 8:00 pm)

	Team leader
	Kim Buccarelli
	Kim Buccarelli
	Teresa Blankenship

	Assistant
	Dawn Mitchell
	Teresa Blankenship
	Still need to fill

	Note: food can be eaten in lunch room or delivered by field coordinator



Back-up support:
· Karen Martens - ICP back-up support as needed. 
· Rebekah - support for additional shoveling. 
· Supply is available for equipment operation – contingent there is adequate coverage in Supply. Only utilize them for emergencies.
· WMC and Supply staff can be pulled into to back-up support in the event of emergent need for staffing, however for regular staffing limit only one staff member being pulled away at a time, if any. 
· Property Manager team will play a vital role in getting communication updates to the customer.


	
Snow and Ice Monitoring
Some of the B&G staff will begin their shifts in the early morning hours of each workday and others will end their shift in the early afternoon.  These employees will monitor and report their findings regarding winter road conditions to the Grounds Manager and the Powerhouse, who will also be monitoring conditions.  The Powerhouse and Management Staff have the authority to call in snow removal resources (see previous page for list) based on the severity of the conditions.  Shift schedule changes will be administered in accordance with the current Collective Bargaining Agreement.
[bookmark: _Toc528068293]Snow Equipment Preparation 
Prior to November 1 each year, the B&G grounds mechanic will have inspected, serviced, repaired in-house and/or sent out for repairs on all snow and ice management equipment listed below.
[bookmark: _Toc528068294]DES Equipment and Materials 
Capitol Campus
· Ford 450 truck with 8’ plow and sander with rubber skid strip
· Chevy one ton truck with 8’ plow and sander with rubber skid strip
· Ford ¾ ton Large John Deere tractor with bucket 
· Small John Deere tractor with bucket
· New Holland tractor with bucket
· Five John Deere lawn tractors  with 54” snow blades with rubber skid strips
· Three granular snow melt spreaders for John Deere lawn tractors
· One John Deere lawn tractor with front rotary broom
· Kubota RTV X1100C utility vehicle with either front rotary broom or plow
· Kubota tractor with back blade
· Ventrac mower tractor with snow blower
· CCB sprayer applicator 
· Six Fertilizer broadcast spreaders
· 2 Fertilizer drop spreaders
· 25 Snow shovels
· 20 Squeegees
·  25 bags Calcium Magnesium Acetate (CMA) – ice Melt /SDS is available
(When CMA is gone, B&G will transition to CCB from Tumwater DOT)
· 16 tons Roadrunner Ice Melt (contains a proprietary combination of Potassium, Sodium, Calcium, and Magnesium) SDS is available
· 95 cubic yards of Road Chip Sand
· 300 sand bags
· 40 road barricades
	
The days prior to a predicted snow/ice event the B&G grounds mechanic will perform the following tasks:
· prepare de-icer material 
· ensure all snow equipment is fueled
· ensure all snow plows and equipment are operating correctly
· ensure all John Deere lawn tractors have chains and/or rear wheel weights attached
· mount rotary broom and/or snow plow on  applicable utility vehicles
Page | 4
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Contract #: 02915 (Replaces Contract #: 01508, Heavy Equipment Rental) 
This contract is for commonly used equipment rentals with no operator. 
Contract # 02915 is to provide cost effective contractors of rental equipment on an as needed/as available basis without operator statewide for qualified MCUA customers. 
		Current Term Start Date: 
01-01-2016 
	Award Date:
12-23-2015 
	Est. Annual Worth: 
$3,989,071

	Current Term Ends On: 
12-31-2016 
	Final Term Ends On: 
12-31-2024 
	Commodity Codes:
975-06, 975-08, 975-13, 
975-16, 975-24, 975-26, 
975-29, 975-34, 975-36 

	Diversity: 0% WBE  0% MBE
	# of Bids Received:  32
	

	Contact Info:		Master Contracts & Consulting 
			Corey Larson at (360) 407-9407 or corey.larson@des.wa.gov 






	Contractors
	OMWBE
	Veteran
	Small Business

	ALLWEST UNDERGROUND, INC - W2606
	
	N
	Y

	ARROW CONSTRUCTION SUPPLY, INC. - W6633
	
	N
	N

	BEN-KO-MATIC CO - W2516
	
	N
	N

	BIRCH EQUIPMENT COMPANY, INC. - W2407
	W
	N
	Y

	BUNCE RENTAL, INC. - W27431
	
	N
	Y

	CLYDE/WEST,INC - W423
	
	N
	N

	COAST CRANE COMPANY - W36423
	
	N
	N

	DARLING SONS INTL LLC - W34854
	
	N
	N

	ENVIRO-CLEAN EQUIPMENT INC. - W3156
	
	N
	N

	EVERGREEN TRACTOR LLC - W198
	
	N
	N

	FIBER MARKETING INTERNATIONAL, INC. - W15705
	
	N
	N

	GLOBAL RENTAL CO. INC. - W52843
	
	N
	N

	H&E EQUIPMENT SERVICES - W26438
	
	N
	N

	HERTZ EQUIPMENT RENTAL CORP. - W110
	
	N
	N

	L&M TRUCK SALES, INC. - W3473
	
	Y
	N

	MODERN MACHINERY CO., INC. - W1673
	
	N
	N

	NC MACHINERY COMPANY - W4178
	
	N
	N

	NESCO LLC - W25057
	
	N
	N

	PAPE JD EQUIPMENT CO. - W1553
	
	N
	N

	PAPE MATERIAL HANDLING - W17609
	
	N
	N

	PARTNER CONSTRUCTION PRODUCTS & SERVICES INC. - W5377
	
	N
	N

	PHOENIX ASPHALT MAINTENANCE, INC. - W28999
	
	N
	N

	RAYMOND HANDLING CONCEPTS CORP - W6181
	
	N
	N

	ROWAND MACHINERY COMPANY - W5788
	
	N
	N

	SOUND EQUIPMENT RENTALS & SALES - W50688
	
	N
	N

	STAR RENTALS - W539
	
	N
	N

	SUNBELT RENTALS - W15954
	
	N
	N

	TYLER RENTAL, INC. - W9417
	
	N
	N

	UNITED RENTALS (NORTH AMERICA) INC. - W1828
	
	N
	N

	VANS EQUIPMENT CO - W37584
	
	N
	N

	VERMEER NORTHWEST SALES AND SERVICE, INC. - W367
	
	N
	N

	WESTERN STATES EQUIPMENT COMPANY - W17383
	
	N
	N




[bookmark: _Toc528068296]Power Outage/Generator Systems
Introduction
(See Attachment A, page 27 for visual Campus Generator Location Map)

In the event of a power outage at each building, select building loads are connected to the generator through one or more Automatic Transfer Switches (ATS).  Each ATS is connected to the metered electrical service as provided by the public utility (normal power) and to the generator (standby power) with the transfer switch set in the normal power position.  Upon loss of utility service, the ATS signals for generator startup.  When the generator is fully operating, the switch automatically transfers its connected load to the generator source.  Generator startup and transfer occurs in about ten seconds.  When utility power is restored, the ATS will automatically transfer back to the normal position and shut down the generator. 

Governor’s Mansion
The Governor’s Mansion building has an 80 KW diesel generator manufactured by Onan and purchased in 2005.  There is one ATS also manufactured by Onan.  This system is connected to the main electrical service panel and provides stand-by power to the entire facility, which includes the residence and the guard shacks.

Legislative Building
The Legislative building has a 600 KW diesel generator manufactured by Cummins and purchased in 1997.  The generator is connected to four Cummins ATS’s.  One ATS is dedicated for building life safety systems that include egress lighting, fire alarm, fire protection systems, generator accessories, and security systems.  Two ATS’s serve select stand-by loads that includes the Governor’s and other selected support offices, building elevators, computer room servers and associated UPS, telecommunications systems, and select pumps, ventilation fans, and specialty cooling equipment.  The fourth ATS is dedicated for the building fire pump.

General Administration Building
The General Administration building has two diesel generators.  Generator #1 is a 100KW unit manufactured by Cummins and purchased in 1982 and currently is connected to serve the south wing of the building.  Generator #2 is an 80KW unit manufactured by Cummins and purchased in 1988 and is currently connected to serve the north wing of the building.  The building ATS’s are also manufactured by Cummins.  Each wing has a riser with panels installed on each floor and connected to an ATS at the penthouse level.  There is also a third ATS serving panels in the south wing basement level that is connected to the 80KW generator.  The generators and ATS’s provide backup power for life safety systems (egress lighting, fire alarm, and security) and to select standby loads that include a computer center, sump pump, and elevator.  


Temple of Justice
The Temple of Justice building has a 50 KW diesel generator manufactured by Cummins and purchased in 1988.  There are two ATSs is this facility.  The first ATS is manufactured by Kohler and is dedicated for building life safety systems that includes egress lighting, generator accessory power, security and access control, and court room security lighting.  The second ATS is manufactured by ASCO and provides stand-by power for data processing equipment and HVAC loads associated with a central computer server room.  Server room processing equipment is supported by an uninterruptable power supply until the load is transferred to the generator on loss of normal power.  

Prichard Library
The Prichard Library building has an 80 KW diesel generator manufactured by DMT Corp and purchased in 1988.  There is one ATS that is manufactured by ASCO, and it serves a distribution panel for life safety circuits (egress lighting, telephone communications, fire alarm, generator accessories) and to select stand-by loads that include elevator, card access, network services, computer room AC, HVAC controls, and a few power outlets.

O’Brien Building
The O’Brien building has a 250 KW diesel generator manufactured by Cummins and purchased in 2009.  The generator is connected to three Cummins ATS’s.  One ATS is dedicated for building life safety systems that includes egress lighting, fire alarm, fire smoke dampers, generator accessories, fire sprinkler compressor, and main electrical room circuits.  The second ATS is dedicated to building elevator service.  The third ATS serves select stand-by loads that include pumps, lighting controls, and basement power circuits. 

Cherberg Building
The Cherberg building has a 150 KW diesel generator manufactured by Cummins and purchased in 2006.  The generator is connected to a distribution panel board that feeds four Cummins ATS’s. One ATS is dedicated for life safety egress lighting and a second serves other emergency loads.  The remaining two ATS’s are dedicated to building elevators.

Department of Licensing
The Department of Licensing building has a 350 KW diesel generator manufactured by Cummins and purchased in 1993.  The generator is connected to one ATS manufactured by Zenith, which services a 600-ampere distribution panel.  Life safety loads and standby loads are combined on common panels.  Load served by the generator system include egress lighting and exit signs, fire alarm, generator panel, select ventilation and pump loads, computer room, and building elevators. 

Archives Building
The Archives building is also connected to the Department of Licensing generator.  Archives has one small ATS manufactured by ASCO that is dedicated to life safety loads that include egress lighting, fire and security, telephone communications, building access control, and elevator lights.   

Employment Security and Plaza Garage
There is a 500 KW generator located in the Plaza Garage manufactured by Cummins and purchased in 1993.  There are four ATS’s connected to this generator.  ATS-1 is manufactured by Westinghouse (1993), and the remaining transfer switches are manufactured by Cummins (1995).  ATS-1 is located in the Employment Security building and serves the buildings life safety systems and elevators.  The remaining ATS’s are located in the garage.  One serves the garage emergency lighting and the remaining two serves two elevators.  

Department of Natural Resources
The Department of Natural Resources building has a 1000 KW diesel generator manufactured by Cummins and purchased in 1991.  The generator is connected to one 2000 ampere ATS manufactured by Square D, which services a distribution switchboard for both life safety loads and standby loads.  Load served by the generator system includes egress lighting and exit signs, fire alarm, telecommunications, security, select HVAC equipment, computer room, refrigeration equipment, lab equipment, and building elevators. 

Old Capitol Building
The Old Capitol building has a 230 KW diesel generator manufactured by Cummins and purchased in 2004.  There are two ATS’s that are also manufactured by Cummins.  One is dedicated for building life safety systems that includes egress lighting, generator accessory power, fire alarm, telephone communication, elevator lights, and low voltage lighting control.  The second ATS provides stand-by power for processing equipment, HVAC loads, and convenience power associated with a central computer server room.  Server room processing equipment is supported by an uninterruptable power supply until the load is transferred to the generator on loss of normal power.  

Insurance Building
The Insurance building has a 175 KW diesel generator manufactured by Cummins and purchased in 2006.  There is one automatic transfer switch (ATS) that is also manufactured by Cummins, and it serves a distribution panel with sub-fed panels for life safety circuits (egress lighting, telephone communications, fire alarm, fire protection) and select stand-by loads (elevator, security, network services, computer room AC, and HVAC controls).   

Department of Transportation 
The Department of Transportation building has two separate generator systems.  

Generator #1 is a 400 KW generator manufactured by Cummins and purchased in 1999.  There are six ATS’s connected to this generator that are manufactured by Onan.  One ATS is dedicated for building life safety systems that includes egress lighting, fire alarm, fire smoke dampers, and building security and access controls.  A second ATS serves stand-by loads in select building office spaces for computers, printers, and convenience power.  Two ATS’s are dedicated to select building HVAC systems that include pumps, fans, and associated motor controls.  The remaining two ATS’s are dedicated to building elevator service.

Generator #2 is a 350KW generator that is manufactured by Cummins and was purchased in 1996.  This generator is dedicated for the Department of Transportation central server room and Emergency Operations Center.  An ATS manufactured by Onan is connected to this second generator and provides stand-by power for processing equipment, HVAC loads, and convenience power associated with the server room and EOC.  All processing equipment is supported by an uninterruptable power supply until the load is transferred to the generator on loss of normal power.  A second Cummins ATS has been installed to switch from generator #2 to generator #1 for redundant backup power if generator #2 fails to start or is otherwise out of service.  If this transfer operation occurs, selective load shedding will be initiated during a utility power outage as required to support building life safety systems and the server/Emergency Operations Center operations from one generator.

Office Building 2
The Office Building 2 building is the largest building on the Capitol Campus at nearly 380,000 SF.  This facility has four 1000 KW generators that are manufactured by Cummins and are paralleled together.  Generators were purchased in 1980 and 1990.  There are two emergency/standby service switchboards and three emergency/standby distribution switchboards.  Automatic transfer is accomplished using both automatic switching circuit breakers and two ATS’s manufactured by Russ electric rated 2000 amperes and 1600 amperes.  Both life safety and standby power systems are served by the building backup power distribution.  Loads connected to generator power includes egress lighting, fire, communications, security systems, building HVAC systems, elevators, and lighting and convenience power for computers and printers in select office areas.  

Tumwater Modular Building
The Tumwater Modular building has a 250KW diesel generator manufactured by Cummins and purchased in 2015.  There is one ATS that serves building egress lighting, fire alarm panel, and telephone communications, and print shop ups.

Isabella Bush Building
The Isabella Bush building has a 250 KW diesel generator manufactured by Cummins and purchased in 2003.  There is one Cummins ATS that is connected to the building electrical service, so the entire building is on the generator as stand-by power.  No separate emergency egress lighting was observed during the preliminary survey.  As part of investigation for one-line diagram documentation, review life safety concerns will be conducted and conclusions included in the final generator survey report.  

Power House
The Power House generator system supports the Capitol Campus central heating (steam) and cooling (chilled water) plant along with associated pumps, controls, task lighting and convenience power.  This generator was replaced in 2013 and is a 500 KW with a 500-gallon diesel fuel tank.

Capitol Lake Dam
The Capitol Lake Dam facility has a 15 KW diesel generator manufactured by Onan and purchased in 1980.  There is one ATS manufactured by ASCO.  This system is for stand-by power that serves select facility loads that include lights, convenience power, fans, heaters, and controls.  

Helen Sommers Building
The Helen Sommers building has a 750 KW diesel generator manufactured by Cummins.  The generator was installed as part of the new construction of the building in 2017.  There are four ATS manufactured by Cummins.  This system is for emergency and stand-by power that serves select facility loads that include fire alarm, fire suppression, egress lighting, convenience power, fans, heaters, and controls.  The transfer switches are designed to have load shedding capabilities to support critical and primary loads.

	[bookmark: _Toc528068297]                                      DES Owned & Managed Generator Inventory
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	Generator
	Qty
	Size 
	DES
Owned
	Year
Purchased
	Repl Cost
	Mod
Number
	SN# 
	Location
	ATS
	GPH
(Full Load)
	Fuel Type
	Fuel Tank Gallons
	Total Run Time Hrs
	Day Tank
Gallons
	Exercise Frequency
	Condition Rating 
	1 = excellent
4 = poor

	Capitol Lake Dam
	1
	15KW
	Yes
	1980
	$25,000
	15RDJC
	E800503005
	Cap.Lk Dam
	1
	3
	Diesel
	8
	2.5
	
	Weekly
	4
	13-15 cap req

	Cherberg Bldg
	1
	150KW
	Yes
	2007
	$45,000
	150DSHAA
	A06088093
	Cherberg Base
	3
	12
	Diesel
	1000UGST
	83
	125
	Weekly
	1
	

	DOL
	1
	350KW
	Yes
	1993
	$45,000
	NTA 855
	11703207
	DOL Base
	3
	25
	Diesel
	150
	6
	150
	Weekly
	2
	

	GA Bldg
	1
	100KW
	Yes
	1982
	50000
	N-855G
	11032098
	GA Penthouse
	1
	25
	Diesel
	500UGST
	20
	25
	Weekly
	4
	13-15 cap req

	GA Bldg
	1
	80KW
	Yes
	1988
	$30,000
	80DGDA
	F880130387
	GA Penthouse
	2
	6
	Diesel
	Shared
	83
(if run one at a time)
	Shared
	Weekly
	2
	

	Gov Mansion
	1
	80KW
	Yes
	2005
	$30,000
	
	
	Mansion
	1
	6
	Diesel
	150
	25
	
	Weekly
	1
	

	Insurance Bldg
	1
	175KW
	Yes
	2006
	$45,000
	175DSHAB
	F060936401
	Ins Bldg Base
	1
	12
	Diesel
	200
	16
	
	Weekly
	1
	

	Leg Bldg
	1
	600KW
	Yes
	1997
	$85,000
	600DFGB
	G960612133
	Leg Bldg Gar
	4
	45
	Diesel
	1000UGST
	22
	75
	Weekly
	2
	

	NRB
	1
	1000KW
	Yes
	1991
	$125,000
	1000DFLA
	H910409041
	NRB High Volt
	1
	75
	Diesel
	5,000UGST
	66
	50
	Weekly
	3
	13-15 cap req

	Obrien Bldg
	1
	175KW
	Yes
	2009
	$45,000
	200DSHA
	F09238556
	Obrien Base
	1
	12
	Diesel
	1000UGST
	83
	125
	Weekly
	1
	

	Old Capitol Bldg
	1
	230KW
	Yes
	2004
	$55,000
	230DFAB
	H040680129
	Old Cap
	2
	17
	Diesel
	500UGST
	29
	25
	Weekly
	1
	

	Plaza & ESD
	1
	500KW
	Yes
	1980
	$65,000
	NTA 1710
	10453281
	Plaza tower 1B
	4
	50
	Diesel
	200
	4
	200
	Weekly
	4
	13-15 cap req

	Powerhouse
	1
	500KW
	Yes
	2013
	$100,000
	350DFN
	B810556477
	Powerhouse
	1
	36
	Diesel
	500 Gal
	130
	50
	Weekly
	1
	

	Pritchard Library
	1
	80KW
	Yes
	1997
	$30,000
	80DMT
	880274
	Library Base
	1
	6
	Diesel
	125
	20
	
	Weekly
	2
	

	Temple of Justice
	1
	50KW
	Yes
	1988
	$25,000
	4BT5.9
	445315757
	Temple Roof
	2
	4
	Diesel
	120 Base
	30
	
	Weekly
	3
	13-15 cap req

	WSDOT
	1
	350KW
	No
	1996
	$45,000
	350DFCC
	A950567419
	DOT pkg gar
	3
	25
	Diesel
	2,000
	80
	
	Bi-weekly
	2
	

	WSDOT
	1
	400KW
	No
	1999
	$55,000
	400DFCE
	F990924775
	DOT Base
	3
	30
	Diesel
	Shared
	66
(if run one at a time)
	
	Bi-weekly
	2
	 

	OB2
	5
	1000KW
	No
	1980 - 88
	$850,000
	1000DFMB
	Multiple
	OB2 Base
	3
	75 each
	Diesel
	20,000
	266
(if run one at a time)
	200
	weekly
	3-4
	 

	Mod Bldg
	1
	250KW
	Yes
	2015
	$50,000
	250 DQDAA
	B1501795849
	Mod Bldg
	1
	18
	Diesel
	1500
	83
	N/A
	Weekly
	1
	 

	Isabella Bush
	1
	250KW
	Yes
	2003
	$40,000
	 
	 
	I Bush 
	2
	16
	Diesel
	150
	9
	 
	Weekly
	2
	 

	Helen Sommers
	1
	750 W
	Yes
	2017
	$
	DCQB162192
	G160976435
	Loading Dock
	4
	181
	Diesel
	3000
	16.6
	N/A
	Weekly
	1
	

	Portable #3
	1
	3500 W
	Yes
	2000
	$4,000
	Honda
	
	Portable
	NA
	
	Gas
	5
	6
	
	Weekly
	2
	 

	Portable #6
	1
	2000 W
	Yes
	2005
	$1,250
	Honda
	 
	Portable
	NA
	 
	Gas
	2
	6
	 
	Weekly
	2
	 

	Portable #7
	1
	2000 W
	Yes
	2005
	$1,250
	Honda
	
	Portable
	NA
	
	Gas
	2
	6
	
	Weekly
	2
	 

	Portable #8
	1
	2000W
	Yes
	2005
	$1,250
	Honda
	 
	Portable
	NA
	 
	Gas
	2
	6
	 
	Weekly
	2
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Electrical Shop
	 Cell
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Mike Disken
	360-507-0767
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Darick Lopez
	360-402-3999
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	[bookmark: _Toc528068300]Snow & Ice Emergency Collaboration Contact List

	Name
	Title
	Office/Cell
	Email

	 Department of Enterprise Services                                                                                                                       Updated: 9/20/2019

	Scott Kibler
	Assistant Director
	(360) 725-0015
(360) 561-3703
	scott.kibler@des.wa.gov

	Yvonne Knutson
	Deputy Assistant Director

	(360) 725-0040
(360) 480-8742
	yvonne.knuson@des.wa.gov

	Brent Chapman
	Grounds Manager
	(360) 725-0018
(360 972-0753
	brent.chapman@des.wa.gov

	Jeff Whitehead
	Maintenance & Repair Manager
	(360) 725-0014
(360) 485-8237
	jeff.whitehead@des.wa.gov 

	Cory Noffsinger
	Facility Support Manager
	(360) 586-0370
	cory.noffsinger@des.wa.gov

	Craig Ginn
	Risk/Emergency Support Manager 
	(360) 407-9260
(360) 480-8694
	craig.ginn@des.wa.gov

	Robyn Herring
	Safety
	(360) 407-8425
	robyn.herring@des.wa.gov

	Linda Kent
	Interim Communications Director
	(360) 972-6413 
(360) 407-7921
	linda.kent@des.wa.gov

	Jon Pretty
	Electronic Communications Manager
	(360) 407-8813
(360) 480-2204
	jon.pretty@des.wa.gov

	Jennifer Reynolds
	Communications Consultant
	(360) 407-8436
(360) 628-4792
	jennifer.reynolds@des.wa.gov

	Legislative Support Services

	Craig McKissick
	Facilities Administrator
	(360) 786-7043
	craig.mckissick@leg.wa.gov

	Patty Boyer 
	Facilities Specialist
	(360) 786-7551
	patty.boyer@leg.wa.gov

	Department of Transportation – Maintenance Tacoma

	Jeff Hastings
	Superintendent 
	(253) 983-7550
	hastinj@wsdot.wa.gov

	Ryan Stafford 
	Assistant Superintendent 
	(253) 983-7550
	dtaffot@wsdot.wa.gov

	Kyle Aslakson 
	Assistant Superintendent 
	(253) 983-7550
	aslaksk@wsdot.wa.gov

	City of Tumwater

	Jay Eaton
	Public Works Director
	(360) 754-4140
	jeaton@ci.tumwater.wa.us

	Marc LaVack
	Operations Supervisor
	(360) 754-4150
	mlavack@ci.tumwater.wa.us

	Steve Craig
	Operations Manager
	(360) 754-4150
	scraig@ci.tumwater.wa.us

	Intercity Transit

	Emily Bergkamp
	Director of Operations 
	(360) 705-5824
	ebergkampf@intercitytransit.com

	Jonathon Yee
	Director of  Fleet &Facilities Maintenance
	(360) 705-5884
	@intercitytransit.com

	Operations Dispatch
	
	(360) 705-5890
	

	City of Olympia

	Pat Knouff
	Olympia Fire Department  Emergency Management
	360-709-2710
	pknouff@ci.olympia.wa.us

	Sarah Greene
	Street Operations Supervisor
	(360) 753-8240
(360) 507-1920
	sgreene@ci.olympia.wa.us

	Tracy Reddick
	Streets Lead 
	(360) 753-8369
(360) 507-7780
	treddick@ci.olympia.wa.us

	Public Works Dispatch
	24-hour Number
	(360) 753-8333
	

	Port of Olympia

	Mike Crawford
	Maintenance Foreman
	(360) 528-8060 
	mikec@portolympia.com

	City of Lacey

	Tim Reisher
	Transportation Supervisor
	(360) 438-2674
	treisher@ci.lacey.wa.us

	Shawn Cunha
	Roads Senior Technician
	(360) 412-2896
	scunha@ci.lacey.wa.us


	Washington State Patrol

	Randy Hullinger
	Captain 
	(360) 515-8490
	Randy.hullinger@wsp.wa.gov

	Scott Davis
	Lieutenant
	(360) 596-3991
	Scott.davis@wsp.wa.gov

	Kevin Bell
	Sargent 
	(360) 596-3992
	Kevin.bell@wsp.wa.gov
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Attachment C
[bookmark: _Toc528068302]Tips for Manual Snow Shoveling
Snow removal requires bending and heavy lifting that can put you at serious risk for injury.  Snow removal can be especially dangerous if you do not exercise regularly.

According to the American Academy of Orthopedic Surgeons:
The most common injuries associated with snow removal include sprains and strains, particularly in the back and shoulders, as well as lacerations and finger amputations.

Please use the following tips for your safety:

Warm-up your muscles
· Cold, tight muscles are more prone to injury than warmed up, flexible muscles.  Do your back a favor by warming up for five to ten minutes before shoveling or any strenuous activity.  Get your blood moving with a brisk walk, marching in place, or another full-body activity.  Then, stretch your low back and hamstrings (the large muscles in the back of the thigh) with some gentle stretching exercises.  Limber up your arms and shoulders with a body hug.

Pace yourself
· Shoveling small amounts of snow frequently is less strenuous than shoveling a large pile at once.  If possible, removing snow over a period of days will lessen the strain on the back and arms.  In deep snow, remove a few inches off the top at a time, rather than attempting to shovel the full depth at once.  When shoveling, take a break for a minute or two every 10-15 minutes or if you feel overworked at any point.  Use this opportunity to stretch your arms, shoulders, and back to keep them warm and flexible.

Proper equipment
· Use a shovel that is comfortable for your height and strength.  Do not use a shovel that is too heavy or too long for you.  Space your hands on the tool grip to increase your leverage.

Proper lifting
· Try to push the snow instead of lifting it.  If you must lift, do it properly.  Squat with your legs apart, knees bent, and back straight.  Lift with your legs.  Do not bend at the waist.  Scoop small amounts of snow into the shovel and walk to where you want to dump it.  Holding a shovelful of snow with your arms outstretched puts too much weight on your spine.  Never remove deep snow all at once, instead do the required work in pieces.


Safe Ergonomic Lifting Technique
· Always face towards the object you intend to lift (i.e. have your shoulders and hips both squarely facing it).
· Bend at the hips, not the low back, and push the chest out, pointing forward.  Then, bend your knees and lift with your leg muscles, keeping your back straight.
· Keep your loads light and do not lift an object that is too heavy for you.
· If you must lift a shovel full, grip the shovel with one hand as close to the blade as comfortably possible and the other hand on the handle (handle and arm length will vary the technique).
· Avoid twisting the back to move your object to its new location – always pivot your whole body to face the new direction.
· Keep the heaviest part of the object close to your body at your center of gravity - do not extend your arms to throw the snow.
· Walk to the new location to deposit the item rather than reaching or tossing.
· When gripping the shovel, keep your hands about 12 inches apart to provide greater stability and minimize the chances of injuring your low back.

Keep Your Feet on the Ground
· Slippery conditions while shoveling can lead to slipping and/or falls and strains that can injure your back.  Shoes or boots with good treads will help to minimize injuries from slipping.  Spreading sand, rock salt, or kitty litter on your sidewalk or driveway will increase traction and reduce the likelihood of slipping on the ice.

Tips and Actions While Shoveling
· Start shoveling early with just 2 – 3 inches of snow; do not wait until its deep, wet, and heavy.  Stay ahead of it.
· Shovel straight ahead and push, try not to lift the snow shovel with snow in it.
· Pace yourself, for every 10 – 15 minutes take a minute or two breather.  For every hour or hour and a half, take a 10 – 15 minute break somewhere warm.
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DES Weather-Related Conference Bridge Process-Expectations
[bookmark: _Toc528068304]Inclement Weather Call

During inclement weather situations that could impact Capitol Campus operations, the Department of Enterprise Services (DES) will follow this process to provide notification about agency activities:

1. When an ongoing or pending weather event has the potential to impact Campus operations, the Buildings & Grounds (B&G), Grounds Manager will contact the B&G Assistant Director to discuss the current weather conditions and determine if an 7:00 PM or 4:00 AM (or both) call is needed.  If it is determined that a call is needed, the participants of the call will receive an email no later than 4:00 PM on the day of the evening call. The email may also include instructions for a next day 4:00 AM call. 

2. The lead for the inclement weather call is the B&G Grounds Manager. Items that will be discussed on the inclement weather call include: 
· Roll call
· Current and projected weather forecasts
· Current conditions on the Capitol Campus
· Current conditions at DES off-campus facilities
· Current facility conditions
· Additional resources needed (staffing and/or equipment)
· Latest information on Thurston County roadways and projections
· School Closure Information 
· Information needed for communication templateIf a 4:00 AM inclement weather call is needed

3. Staff identified to participate on the conference call are:
	Title
	Name
	Email
	Phone

	B&G Grounds Manager (Lead)
	Brent Chapman
	brent.chapman@des.wa.gov
	360-972-0753

	DES Director
	Chris Liu
	chris.liu@des.wa.gov
	360-628-0058

	DES Deputy Director
	Annette Meyer
	annette.meyer@des.wa.gov
	360-701-9566

	DES Chief Operations Officer
	Des McGahern
	des.mcgahern@des.wa.gov
	360-407-8150

	B&G Assistant Director
	Scott Kibler
	scott.kibler@des.wa.gov
	360-561-3703

	B&G Deputy Assistant Director
	Yvonne Knutson
	yvonne.knutson@des.wa.gov
	360-480-8742

	B&G Maintenance & Repair Manager
	Jeff Whitehead
	jeff.whitehead@des.wa.gov
	360-485-8237

	B&G Facility Support Manager
	Cory Noffsinger
	cory.noffsinger@des.wa.gov
	360-485-2515

	B&G Facility Support Evening Supervisor 
	Tim Scott (8 PM only)
	tim.scott@des.wa.gov
	360-890-0287

	Facilities Assistant Director
	Bill Frare
	bill.frare@des.wa.gov
	360-280-6083

	Capitol Security Director 
	Bob Covington
	bob.covington@des.wa.gov
	360-789-3099

	Communications Consultant
	Jon Pretty
	jon.pretty@des.wa.gov
	360-480-2204

	Back up: Chief Communication Officer
	Linda Farmer
	linda.farmer@des.wa.gov
	360-522-3792

	Back up: Public Affairs Manager
	Linda Kent
	linda.kent@des.wa.gov
	360-972-6413

	Risk-Emergency Support Manager
	Craig Ginn
	craig.ginn@des.wa.gov
	360-480-8694

	Physical Security Manager
	Matt Jones
	matt.jones@des.wa.gov
	360-489-2105

	Visitor Services Manager
	Tomy Mollas
	tomy.mollas@des.wa.gov
	360-208-8055

	Safety Manager
	Robyn Herring
	robyn.herring@des.wa.gov
	360-870-6411

	Human Resources Director
	Kendrick Stewart
	kendrick.steward@des.wa.gov
	206-384-2729

	Quality Assurance Manager
	Dave Boyer
	dave.boyer@des.wa.gov
	360-280-9414

	Project Scheduler
	Jacob Simmons
	(jacob.simmons@des.wa.gov
	360-556-6171

	East Campus Grounds Lead
	Mary Harrison
	mary.harrison@des.wa.gov
	360-507-2809

	Business Resources Lead
	MariJane Kirk
	marijane.kirk@des.wa.gov
	360-561-3720

	Surplus Operations Program Manager
	Mimi Limmeroth
	mimi.limmeroth@des.wa.gov
	360-764-0387

	Print & Mail Program Manager
	Damien Bernard
	damien.bernard@des.wa.gov
	971-212-1400

	Fleet Operations & Parking Services Manager
	George Carter
	george.carter@des.wa.gov
	360-701-0395

	DES IT Specialist
	Erica Freymond
	erica.freymond2@des.wa.gov
	360-870-8324



4. The conference bridge 

To host a conference call:
· Press 9 if you are calling on a state phone
· Dial the following number to host the call: 1-855-929-3239 (toll free)
· At the prompt, enter the Host Access Code: 103-858-56#
· At the prompt, enter the Host Pin Number: 7619#

Conference call participants use the following:
· Press 9 if you are calling from a state phone
· Participants will dial this number to join the call: 1-855-929-3239 (toll free)
· At the prompt, enter the Participant Access Code: 103-598-82#
· Dial # when asked if you are not the host
· If the host has joined, you are placed in the meeting
· If the host has not joined the meeting, you are placed on hold until the host joins 

5. The expectation is that the B&G Grounds Manager, East Campus Grounds Lead, Maintenance and Repair Manager, Business Resources Lead and the Print & Mail Program Manager will be prepared to brief attendees on the condition of the campus and facilities as well as the Business Resource Facilities so that relevant decisions can be made.  All attendees are expected to share any information regarding Thurston County roadways, school closures or other relevant information. 

6. The B&G Assistant Director will make the determination to designate inclement weather for leave purposes for DES at conclusion of the call and then inform the Deputy Director of the decision by 5:15 AM (and by 8:30 PM for graveyard/swing shifts if applicable). The severe weather or natural disaster leave determination form will be used in this decision process. (See Reference A).

7. Based on the decisions made during the conference call, the Communications Representative will update the DES Staff Hotline (1-800-418-5174) by 5:30 AM, the “staff only” page on the DES website by 6:00 AM, and if necessary, send a Capitol Campus Alert using the GovDelivery system by 6:30 AM. The Business Resources Representative will update the DES Staff Hotline as needed to address swing and graveyard shifts immediately following the 8:00 PM call. 



Reference A:  Severe Weather or Natural Disaster Leave Determination Form

Severe Weather or Natural Disaster Leave Determination

Objective: Employee Safety

Inclement weather includes severe conditions that constitute a hazardous weather event, where local weather conditions prevent or significantly affect employees from traveling to or departing from the workplace. These conditions include heavy snow and ice that make roadways and walkways treacherous or impassable as well as dangerous wind, rain, and other conditions related to extreme weather events. Only the agency director or designee has the authority to designate conditions as inclement weather. 

· With the Director approval, up to one hour will be allowed at the beginning of the employee’s work shift if the employee is late coming to work due to inclement weather without charging to an employee’s leave. However, the employee will still be required to fill out a leave slip for the time even though it will not be charged to their leave balances.
· When the Director suspends operations at an employee’s work site due to inclement weather or natural disaster, employees may be released with pay.
· Source: DES Administrative Policy No. HR.01.08 – Leave Policy - (Ctrl+Click to follow link)

Factors to Consider
1. Current Weather Forecast - (Ctrl+Click to follow link) 
a. Snow
b. Ice
c. Wind
d. Flood
2. Current Road Status - (Ctrl+Click to follow link) 
a. Snow 
b. Ice
c. Closures
d. Recommendations
3. School Closure or Delays - (Ctrl+Click to follow link) 
a. North Thurston School District
b. Olympia School District
c. Tumwater School District
4. Power Outages - (Ctrl+Click to follow link) 
5. Capitol Campus Condition Status
a. West Campus
b. East Campus
c. Garages
6. Persons Authorized to Declare Inclement Weather
a. Chris Liu – Director
b. Annette Meyer – Deputy Director
7. Scott Kibler – Assistant Director, Buildings & Grounds
[bookmark: _Toc528068305]
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Attachment F – Timesheet Resources

Staff whose regular schedules include CTR/flex days will work their regular length days during 24/7 shifts.  For example, a person that normally works 9 hour days will work a 9 hour shift during snow/ice events.

Follow the shift differential decision tree below for assistance in listing shift differential hours on timesheets:
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Campus Snow Plow Map
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Campus Snow Shovel Removal Map
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Campus Parking Lot Priorities and Closures 6" or More (Heavy Snow)
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Campus Black Ice Preparation Map
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Campus Storm Drain Location Map
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Sylvester Park Storm Drain Location Map
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Campus Generator Location Map
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