To:

Heads of Operating Divisions 



Heads of Staff Divisions

From:

The Deputy Secretary

Subject:
Directive Regarding Security and Evacuation Procedures for Department of Health and Human Services (HHS) Staff Assigned to Foreign Duty Stations or on Temporary Duty (TDY) Abroad

The safety and well-being of all HHS staff who are working abroad is of utmost concern to the Secretary.  Given the potential for unrest or national disasters throughout the world, and the current heightened threat environment, it is important that domestic HHS agencies and their staff stationed overseas are familiar with evacuation procedures for their country of assignment.   Further, effective immediately, all HHS staff serving abroad are advised they must register with the U.S. Embassy in their country of assignment by March 31, 2002.  

The Office of the Secretary conducted a survey recently of the evacuation procedures from selected HHS offices and Public Health Service agencies, the Department of Defense, and the Department of State.  The survey identified some gaps regarding standard HHS agency procedures for personal security abroad and gaps in the knowledge of evacuation operations among HHS agencies and their TDY and international field staff.  Briefly, these gaps indicate that it is not clear that HHS employees traveling on United States Government (USG) business, or stationed in U.S. Embassies, Ministries of Health, or HHS field stations:

· Know USG evacuation guidelines; and,

· Register at the U.S. Embassy in their country of assignment.
The Department of State is responsible for the evacuation of all official USG personnel, family members, and private U.S. citizens in the case of a natural disaster or civil unrest.  The term ”official USG personnel” refers to those persons who are registered at the U.S. Embassy and who are on a community warden list or a private citizen list.  The key to the security and evacuation procedures is being registered at the local U.S. Embassy.

Effective immediately, HHS staff and their dependants are required to register with the Administrative Officer at the U.S. Embassy Consular Section in their country of assignment.  Registering can help the U.S. Embassy contact HHS staff in case of an emergency.  

The Department of State has suggested that HHS staff and their dependants e-mail the Counselor Section of the U.S. Embassy in their host country.  The e-mail addresses or telephone numbers for the Consular Sections at U.S. Embassies can be found at www.travel.state.gov.  

Further, the Department of State has requested  HHS staff to provide:

· The names of all family members accompanying them, including the names of non-U.S. citizen spouses and family members; 

· Their street address (no box numbers); 

· Telephone and fax numbers; 

· E-mail address both at home and at work; and, 

· The name, address, telephone, fax, and email address of an emergency contact person in the country of assignment and in the U.S.  

In order to ensure that this directive is complied with, HHS staff are instructed to carbon copy (cc) David Sanford in the Office of Global Health Affairs on their e-mails at David.Sanford@hhs.gov.     

The Office of the Secretary will continue to work closely with the Department of State with regard to the safety of all HHS staff abroad.








/s/
