[bookmark: _GoBack]Sample Language to Designate Essential Employees (highlighted language is agency specific):

Dear Essential Employee:
Based on your job duties and responsibilities with the (AGENCY), you have been designated as a Weather Essential employee.  During a weather emergency, essential employees are those persons whose presence at the work site is critical to maintaining (AGENCY) operations.  In accordance with Ohio Administrative Code Section 123:1-46-01, Weather Emergencies; DAS Directive HRD-11, and Weather Emergency Procedures, this letter is to advise you, unless otherwise directed, to report to work during a weather emergency.
Enclosed is your weather essential badge which is effective October (YEAR) – September (YEAR).  During any declared weather emergency, you must carry your ID card to identify yourself and your need to travel to and from work.  In addition, it is recommended that you place a copy of this letter in your vehicle.  If for any reason you no longer have your card that was issued previously, please contact your HR representative as soon as possible at 555-555-5555.
If you have questions regarding your status, please contact you supervisor.
Sincerely,
Human Resources Administrator

