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Sub@% Contact Station and OWA Remote Hearing Site Security--ACTION 

Attached are new Social Security Administration's (SSA) 
procedures designed to help ensure safety and security for 
employees who work in contact stations and OHA remate hearing 
sites. As approved by the National Health and Safety Partnership 
Conaittee for Security, these procedures provide guidelines for 
managers on evaluating the security of an onsite location, 
briefing employees who will be traveling to then, and providing 
additional security measures as required. 

These procedures are effective upon receipt. Please provide them 
to all offices to whom they apply. 
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Attachment 

Addressees 

Co-Chair, MWSPCS v 

Jim Marshall 
Earl Tucker 
Agatha Joseph 
John Gage 
All Regional Commissioners 
All. Regional Chief Administrative Law Judges 



CONTACT STATION AND OHA REMOTE HEARING SITE SECURITY 

I Object ive  

To prescribe a list of physical and protective security 
features for the following: contact stations and OHA remote 
hearing sites. Security measures for current OHA Satellite 
Offices (3-5) will be assessed separately by a security 
contractor. 

I I .  Background 

Employees who work at contact stations and OHA remote 
hearing sites may need additional security measures because 
of their isolation from any nearby office support and 
security. They operate in locations usually not under 
Government control, perform their duties alone or in teams 
of not more than 2-3 employees, and are normally not 
accompanied by management officials. 

This document does not replace Article 9 of the National 
Agreement. This document supplements AIMS instructions on 
security-related issues (see appendix). AIMS-required 
security measures such as reporting all incidents through 
the management system on a timely basis, development and use 
of security action plans, etc., remain in effect. 

111. OHA Remote Hearing S i t e  Secur i ty  Measures 

Remote hearing sites are those that are established for a 
hearing. Normally, the administrative law judge is the only 
SSA employee present at the hearing since recorders are 
contracted for locally. If a local contract hearing 
reporter is not available, an SSA employee will usually 
attend as the recorder. The only other individuals present 
at the hearing are the claimant, his/her representative, and 
expert witnesses, if required. Approximately 70% of remote 
hearing sites are temporary (e.g., space rented on an as- 
needed basis or free space loaned to the Agency by other 
Federal, State or local governments). Other sites may or 
may not be controlled by the Federal Government. 



The following security measures apply to all sites: 

A. Management Survey 

A survey is required to identify the security 
protection provided at the site so that management can 
arrange for any protective measures deemed necessary. 
Contact with local police, the Federal Protective 
Service (FPS) and chief operating officials at the site 
(hotel security, hospital security, welfare office, 
etc.) should be done at this time. A security action 
plan (see AIMS GAM.g.12.06) should be written by the 
manager performing the survey and covered as part of 
the site briefing given before the employee is at the 
site. The surveyor should also consider the 
availability of a telephone, separate restrooms, 
facility exits, adequate parking area lighting, a place 
to secure the employee's personal belongings, and 
security for Government records and property, as 
necessary. 

B. Union Notice 

In accordance with the National Agreement, Article 4 
the Agency will provide the Union reasonable advance 
notice so that appropriate negotiations may occur on 
bargainable issues. 

C. Employee Site Orientation 

Local managers must orient/brief their employees before 
they report to one of these sites. Employees should be 
aware of the type of site, its location and specific 
security concerns for the area, applicable emergency 
procedures and contacts, the availability of local help 
and any special precautions they need to take to ensure 
their safety and security. Work location adjustments 
will be made to the extent possible to lower risk to 
employees. Each employee should be issued some form of 
Agency employee identification and where appropriate, 
local site identification. Employees should be briefed 
about protecting themselves. Employees must be aware 
of their surroundings and the exit routes to use in 
case of an emergency, including fire. In accordance 
with the national agreement local managers are to give 
the Union the opportunity to be present at these 
orientation/briefing sessions. 
















