Identifying and Notifying Mission-Critical Staff

Sample Notification Letter

Date

Dear [non-rep employee]:

The purpose of this letter is to inform you that your position has been identified as “mission critical.” This means that the job functions that you perform have been determined to be essential to be maintained during normal conditions as well as during emergencies and disasters

Mission critical services are defined as those which must be maintained under all circumstances to protect the public from immediate life safety threats and to preserve the department’s decision making capacity.

Our agency’s mission-critical services are:

· Insert list of your agency’s Priority 1 & 2 services here

As you know, our region is vulnerable to a variety of threats, each of which presents different challenges for maintaining PHSKC operations. Recent examples include weather such as heavy snow and windstorms, and the H1N1 flu outbreak. When a disaster hits, every Public

Health employee will have a role to play either maintaining day-to-day operations or supporting a regional emergency response. However, our agency has specific expectations of you as a mission-critical employee which are to:

At work

· Make every effort to remain at work, or to report to work during normal conditions as well as during emergencies and disasters.
· Work with your supervisor to determine whether your job functions can be managed remotely in an emergency. If so, have telecommuting arrangements in place and practice telecommuting at least once every six months. (Visit Public Health Human Resources’ public folders for more information on telecommuting.)
· Ensure PHSKC has your up-to-date home contact information. (Use the “Edit my person information” function in the Workforce Tracking application on your desktop.)

· Be prepared to adapt to changes in your work schedule, work location, or mandatory overtime during emergencies, with minimal notice.
· Take steps to ensure your work can continue in the event you are unable to report to work: document critical processes and procedures, train a backup, forward your phone/email, etc.
· Be familiar with and follow your division’s protocols for sustaining your program/service in challenging circumstances.
At home

· If an emergency strikes while you are not at work, immediately determine whether you are needed at work. Call your supervisor, listen to TV/radio broadcasts for instructions, call the employee information line, or check public health’s website.

· Make sure you and your family are prepared at home so you can remain at work and report to work knowing your family is all right. Store emergency supplies at home (visit http://www.seattleredcross.org/show.aspx?mi=4170 for tips on creating home emergency kits)

· Create and practice a family preparedness plan (visit http://www.govlink.org/3days3ways/makeaplan.html for assistance).
· Have a plan for getting to work during inclement weather. If this plan relies on public transportation, have a backup plan such as carpooling.
· Have backup childcare arrangements in place in the event your child’s school or daycare is closed. 

To support you in your role as a mission-critical employee, PHSKC commits to:
· Collaborate with you to develop strategies for carrying out your job functions during challenging circumstances (i.e. when phones are down or transportation systems disrupted).
· Offer emergency preparedness and business continuity training opportunities.
· Provide technological solutions that support your ability to work during emergencies, as we are able. For example, if you need SSL-VPN to telecommute, please talk with your supervisor about requesting approval. Telecommuting may be authorized for emergency responses only if it is not possible to approve it for regular work activities.
· Share educational materials and resources related to personal preparedness and recovery from emergencies and disasters.
· Maintain communication with you during emergencies so you know what to expect.
· Work with your division to ensure your regular body of work is covered during emergencies before redeploying you to response operations.

You and your colleagues have consistently demonstrated the desire and ability to continue the work of public health during difficult conditions, such last winter’s storms. The responsibilities stated in this letter reflect those you have carried out in past disasters. We thank you for the work you do every day in support of Public Health’s mission-critical services.

If you have any questions, please feel free to contact our division’s Business Continuity lead,

[name], or me.

Warm regards,

Division Manager
Cc Ali Jaffe-Doty, Business Continuity Manager
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