SAMPLE ANNUAL NOTIFICATION OF 
DESIGNATION OF EMERGENCY EMPLOYEE
MEMORANDUM FOR: [ENTER NAME OF DESIGNEE/ORGANIZATION]
SUBECT:  Designation of ‘Emergency Employee’
The continued operation of the Department of Defense (DoD) during emergencies caused by disruptive events is vital to the DoD national security mission.  Being present for duty during such emergencies provides assurance that our mission-essential functions will continue uninterrupted when situations occur that prevent the larger workforce from reporting to work. 

 This purpose of this memorandum is to notify you that you have been identified an as ‘Emergency Employee.’  This means that you are expected to report for duty at your regularly scheduled time, or if you are already on the job, you are expected to remain on duty when Government operations are disrupted and/or when the traditional worksite is closed due to adverse weather conditions, power failures, or natural or manmade emergencies, unless instructed otherwise by the Agency.  This designation is made in accordance with the Department of Defense Civilian Personnel Manual, Subchapter 610.


If you are unable to report for work or remain at work as required, you must contact me to request an excused absence or leave, if applicable.  Reporting for duty may be accomplished via telework if approved in advance by your supervisor.  Otherwise you must report to your duty station as scheduled.  If you are in a leave without pay status pending disability retirement, in receipt of workers' compensation, on military leave, or in a nonpay status the workday before and after a closure, you will be continued in that status.  You will not be expected to report to work.  
 

As an ‘Emergency Employee’ you may be required to work extended hours for an indefinite period when necessary during emergency situations.  Also as an ‘Emergency Employee,’ you are required to keep your emergency contact information with your supervisor up-to-date at all times.  Failure or refusal to perform these duties may result in disciplinary action.


The business of the Department is vital to serving the public everywhere.  Our presence is a way to ensure our mission requirements are not severely interrupted when situations occur that prevent significant numbers of employees from reporting for work.
