Emergency Response Services Checklist
Lab-wide Assessment Aid for Foreign Visits and Assignments


	
	Assessment Question
	Yes
	Partial
	*No
	**Not Sure, Requires Assessment
	Not Applicable
	Comments

	
	The answers to the following questions are to be approved by the Department Chair/Division Manager
	
	
	
	
	
	 *All "No" responses should warrant a corrective action. 

**All "Not Sure, Requires Assessment" responses require a date the assessment will be accomplished by.

	1.
	Does your Organization host any foreign guests?

If no, no further action required.

If yes, please complete the remainder of this questionnaire.


	
	
	
	
	
	

	
	Is staff aware of the registration and approval process for guests who are not citizens of the United States?    

Summary of requirements:

· Guest pre-registers into Guest Information System (GIS). DOE requirement is for 30 days in advance of the visit/assignment.

· Guests should list all family members who might accompany them on their registration.

· Organization review, approval, and assignment of host for foreign national. 

· Inform foreign national guests to bring appropriate documentation to show current legal status. 

· Notifying foreign national not to come until receiving notice of approval or denial. 

(See the Guests and Visitors Subject Area and SPI 5-09, Visits and Assignments of Foreign Nationals)
	
	
	
	
	
	


Please return this completed form to R. Costa, Bldg. 130M 

	
	Assessment Question
	Yes
	Partial
	*No
	**Not Sure, Requires Assessment
	Not Applicable
	Comments

	2.
	Are foreign guests aware of the “Household Relative Badge” available for their immediate family members who are on site or living with them off site? 


	
	
	
	
	
	

	3.
	Have long-term foreign guests registered their vehicles with the Personnel Security Office in Bldg. 30? 


	
	
	
	
	
	

	4.
	Do foreign guests know that they can report incidents of security concern at any time to the BNL Police Watch Commander at extension 2235?


	
	
	
	
	
	

	5.
	Do foreign guests know that in an emergency they can call either 2222, or 911 to obtain fire, medical, or police assistance at any time?


	
	
	
	
	
	


Prepared by/Date: _____________________

Department/Division Code: _______________________

Level 2 Manager’s Approval/Date: ___________________________

Please return this completed form to R. Costa, Bldg. 130M
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