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Alabama Board of Nursing
 Emergency Closure Plan

DEFINITIONS
Essential Employees: A small group of employees who can keep core agency business processes going during an emergent event for a determined length of time. These employees would require VPN access and an agency lap top to work from home.
Level I: All State Agencies closed for 7-30 days
Level II: Agency Closed to the Public, essential employees only. No hearings or in person interviews scheduled. Consider limiting drug monitoring requirements at this time.
Level III: Entire agency division or multiple divisions out for quarantine or illness. Utilize essential staff (if able) in those areas to maintain core functions. 
Agency Approval Officer: The ABN Executive Officer authorizes the implementation and approval of the emergency closure plan and determines the level to initiate.  ABN Staff may be called back as indicated or as needs are identified based on a departmental case by case determination. 
Board Meeting cancellation: The Executive Officer will determine the need to reschedule ABN Board meetings based on the Level of closure plan activated and/or recommendations from the Governors’ office.
Essential Staff Pay: Essential staff working from home will be paid regular agency pay accordingly. 
Non-Essential Staff Pay: Non-essential staff may utilize their leave pay accordingly.
Employee who are ill or caring for ill family members: May take accumulated leave and apply for donated leave if all leave is exhausted according to state personnel policies.
Employee Communication Method: Remind App, all employees are required to sign up for ABN notifications related to emergency, business and work notifications.  
	Level I Essential Employee List/Duties
All State Agencies closed for 7-30 days

	Division
	Staff
	Assignments

	Licensing
	Joyce Jeter, Carol Smith
	Continue application processes as able

	Advanced Practice
	Dawn Daniel, Melissa Curtis
	Continue application approval as able

	Discipline and Monitoring
	Abby Migliore, Teresa Williams
	Continuing case docketing and VDAP/Probation monitoring

	Payroll
	Maggie Williams
	Process payroll etc

	Legal
	Alice Henley, Patrick Samuelson, Howard Kenney
	Manage legal cases, background, and consultation with EO as needed

	Communication
	Honor Ingels, Peggy Benson 
	Maintain communication plan, FB and assist with agency calls and emails

	IT
	Brad Jones, Richard Boyette
	Maintain IT systems, troubling shooting

	Administration
	Peggy Benson, Barbara Bartley
	All other operations as indicated and identified

	Other department staff may be added based on level of public closure within the state
	Call center, investigators, and support staff
	Executive Officer will determine based on recommendations from the Governor’s office



	Level II Essential Employee List/Duties
Agency Closed to the Public, essential employees only. No hearings or in person interviews scheduled. Consider limiting drug monitoring requirements

	Division
	Staff
	Assignments

	Licensing
	Joyce Jeter, Carol Smith, Wendy Looney
	Continue application processes as able

	Advanced Practice
	Dawn Daniel, Melissa Curtis, Sharon Owen
	Continue application approval as able

	Discipline and Monitoring
	Abby Migliore, Teresa Williams/Stephanie Harold, Shae Robinson, Rachel Brazell, and Zip Matthews if drug testing sites are open
	[bookmark: _GoBack]Continuing case docketing and VDAP/Probation monitoring

	Payroll/Finance
	Maggie Williams, John Glasscock, Kellie Thompson and Greg Babb if mail center open or needed
	Process payroll, staff communication by remind app and accounts payable/deposits
Mail retrieval etc

	Legal
	Alice Henley, Patrick Samuelson, Howard Kenney, Taylor Thomas, Klisha Potts
	Manage legal cases, background, and consultation with EO as needed

	Communication
	Honor Ingels, Peggy Benson
	Maintain communication plan, FB and assist with agency calls and emails

	IT
	Brad Jones, Richard Boyette, Tad Weldon, Ronnie Morgan, Juan Pastorelli
	Maintain IT systems, troubling shooting

	Administration
	Peggy Benson, Barbara Bartley and Tonya Smith if staff support is needed in closed areas.
	All other operations as indicated or identified
Barbara – ABN emails

	Other department staff may be added based on level of public closure within the state
	Call center, investigators, and support staff
	Executive Officer will determine based on recommendations from the Governor’s office




	Level III Essential Employee List/Duties
Entire agency division or multiple divisions out for quarantine or illness. Utilize essential staff (if able) in those areas to maintain core functions.

	Division
	Staff
	Assignments

	Licensing
	Joyce Jeter, Carol Smith, Wendy Looney
	Continue application processes as able

	Advanced Practice
	Dawn Daniel, Melissa Curtis, Sharon Owen
	Continue application approval as able

	Discipline and Monitoring
	Abby Migliore, Teresa Williams, Shae Robinson, Rachel Brazell and Zip Matthews if drug testing sites are open
	Continuing case docketing and VDAP/Probation monitoring

	Payroll/Finance
	Maggie Williams, John Glasscock and Kellie Thompson and Greg Babb if indicated for support staff needs
	Process payroll and accounts payable/deposits

	Legal
	Alice Henley, Patrick Samuelson, Howard Kenney, Taylor Thomas, Klisha Potts
	Manage legal cases, background, and consultation with EO as needed

	Communication
	Honor Ingels, Peggy Benson
	Maintain communication plan, FB and assist with agency calls and emails

	IT
	Brad Jones, Richard Boyette, Tad Weldon, Ronnie Morgan, Juan Pastorelli
	Maintain IT systems, troubling shooting

	Administration
	Peggy Benson, Barbara Bartley and Tonya Smith if staff support is needed in closed areas
	All other operations as indicated or identified

	Other department staff may be added based on level of public closure within the state
	Call center, investigators, and support staff
	Executive Officer will determine based on recommendations from the Governor’s office
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