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1.0

Who Must Comply With This Procedure

This procedure applies to JPL and contractor personnel engaged in activities on the Laboratory premises outside of normal working hours.

Note: Registration is mandated so individuals can be accounted for in the event of an emergency situation or disaster.
Steps

2.0 Returning to or Remaining on Laboratory Property After Normal Working Hours

	Actor
	Action

	Employee or Contractor
	2.1
Contact the Security Console (ext. 4-3530) or Main Gate Officer (ext. 4-4477) (either in person or by calling) if there is a need to bring a minor child (under 18) on-Lab during regular business hours or after-hours.

Note:  If an individual needs to be accompanied by a minor child, such child must be escorted by the individual at all times.

1.         Normal working hours are Monday through Friday from 7:30 AM to 4:45 PM. 

2.         Employees are encouraged to call anytime they feel a need to ensure their safety.

2.2
When calling to register, provide the console operator with: 

3.         Name 
4.         Badge number 
5.         Work location 
6.         Telephone extension where you can be reached


3.0 Entering the Lab After Normal Working Hours

	Actor
	Action

	Employee or Contractor
	3.1
If entering the Laboratory after normal working hours, enter by the Main Gate and provide the Security Guard with:

7.         Name 
8.         Badge number 
9.         Work location 
10.         Telephone extension where you can be reached


4.0 Leaving the Lab After Registering

	Actor
	Action

	Employee or Contractor
	4.1
Upon departure from the Laboratory, inform the console operator or the officer at the Main Gate. 

Note: This notification can be made by phone and can include a request for an escort to the employee or contractor's vehicle.


5.0 Recording Presence of After-Hours Personnel

	Actor
	Action

	Console Operator or Main Gate Security Personnel
	5.1
Record the information provided by the employee or contractor in the daily activity log.

5.2
Record departure information, including the time the employee or contractor departs from the Laboratory.

5.3
Provide an escort to the employee or contractor's vehicle if requested.
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