 (Template Essential Employee Designation Letter) 
(Date)
cc: 
Department Record      Official Personnel File 

This memo acknowledges your status as an Essential Employee for the l2-month period from March 2009 through March 2010, while employed in this department. Essential employees are employees who provide essential services such as maintenance, snow removal, public safety, patient care, laboratory personnel, or employees who provide other essential services during emergency conditions. Essential employees are expected to report to work and perform their duties regardless of whether there is a delayed opening or closure of the campus. Failure to report to work during emergency situations may result in disciplinary action. 

(Optional paragraph) Describe what it means to be an essential employee in your department. What the call-in procedures are during emergency situations (even though disciplinary action may be taken). 
Signatures:
______________________________________                   _______________________________

(Insert Employee’s Name and Title here)
                    Date 

______________________________________                   ________________________________

(Insert Supervisor/Manager Name and Title here) 
       Date 




To: �
Employee Name and Job Title �
�
From: �
(suggest Director level or above) �
�
�
Job Title �
�
Subject: �
Essential Employee Designation �
�









