MEMORANDUM FOR:

(Insert Employee Name)





(Insert Employee Title and Office)

FROM:


(Insert Supervisor Name)





(Insert Supervisor Title and Office)

SUBJECT:


Designation of Emergency Employees

The Office of Personnel Management’s (OPM) Washington, DC Area Dismissal and Closure Procedures, dated November  2012, requires agencies to annually identify employees nationwide, including alternates, who occupy positions designated as “emergency,” to continue Government operations during a disruption of services.

This notifies you that your position has been designated “emergency.”  Therefore, you must report to or remain at work, or perform duties by teleworking
, during a weather-related emergency or other condition that prevents a significant number of employees from reporting to work on time or which requires closure of all or part of the agency’s activities.  Emergency situations can include, but are not limited to, weather-related emergencies (e.g., snow events, severe icing conditions, floods, etc.), natural disasters (e.g., earthquakes, hurricanes, tornadoes, etc.), public health emergencies, fires, air pollution, power failures, or widespread interruption of public transportation.

Since you are an “emergency employee,” OPM’s dismissal or closure announcements
 do not apply to you unless you are instructed otherwise.  Some emergency situations will not require your presence at work (e.g., closures due to snow, etc.) and in these cases, as your supervisor I will make the determination as to whether or not your services are required at the worksite or can be accomplished via teleworking, or whether you may be excused based on the emergency.  If not required to report to duty (at work or via telework) due to the nature of the emergency, you should continue to monitor the emergency situation and be prepared to report to duty if subsequently deemed necessary.  
During emergency situations, you will be in a pay status via base pay.  However, if you fail to report to work or to stay at work, or to perform duties via telework when nonemergency employees are dismissed, you may be placed on absence without leave unless you are excused due to illness or are instructed otherwise by your supervisor.  Should it later be determined that your services are no longer required, you will be notified and placed in the appropriate pay status based on the nature of the emergency (e.g., pay status via excused absence due to snow closures, nonpay status due to furloughs, etc.).  Please sign and date this notice as an acknowledgment of receipt and return it to your supervisor.

_____________________________________
________________________

(Insert Employee Name)



Date 
� Employees who may be required to perform duties by teleworking should have a signed Telework Application and Agreement in place. 


� OPM's dismissal or closure announcements generally apply to employees in the Washington, DC metropolitan area.  For employees outside the Washington, DC metropolitan area, announcements may come from Federal Executive Boards and Federal Executive Associations in other major metropolitan areas.  
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