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P6Hx23-1.23    PROCEDURE: DESIGNATION AND PAY OF ESSENTIAL PERSONNEL DURING EMERGENCIES
I. Purpose

During emergencies, as declared by the President or designee, essential operations and certain functions at College campuses and locations must be supported, maintained, or recovered to allow for continuity of operations. To provide for the safety and well-being of the College community and to continue essential operations, certain employees will need to report to work at a campus or other College facility during an emergency. 
This Procedure sets forth the process for designating employees as essential personnel to assist the College in responding to, and recovering from, emergencies under College Rule 6Hx23-1.23, Emergency Action Plan, and establishes the method by which essential personnel are paid for performing essential operations relating to emergencies.  
All supervisory and administrative personnel, faculty and staff are expected to become familiar with this Procedure.

II. Scope

This Procedure applies to College employees designated as “essential personnel” for purposes of responding to, and recovering from, emergencies.  Should any of the provisions of this Procedure conflict with the terms of a collective bargaining agreement (CBA), the terms of the CBA shall prevail.
III. Definitions
A. Emergency – Any disaster, event, or threat -- whether natural, technological, or manmade, in times of war or peace—along with other events deemed appropriate by the President or designee, that causes or may cause significant harm to people or substantial damage to or loss of property, resulting in the disruption of essential College operations and certain functions. 
B. Essential Operations - Duties or tasks directly related to the response to, and recovery from, an emergency, and those duties or tasks indirectly related to response and recovery operations that provide business continuity as deemed appropriate by the President or designee.
C.   Essential Personnel - an employee who is vital to the operation of the College, whose physical or remote absence from a particular location would adversely affect the health and safety of College facilities, its community, or the viability of facilities and/or critical infrastructure or systems, as determined by the President or designee.
IV. Designation of Essential Personnel
A. The President or designee may designate certain positions, job classifications, or employees as essential personnel.  The President or designee may also revoke any such designation.  Such designations are not subject to review.
B. Employees designated as essential personnel, or holding a position or job classification designated as essential personnel, will be provided notice of the same in writing: at the time of hire; at any time they, their position, or their job classification is designated as essential; or at the time they are promoted or transferred to a position or job classification designated as essential personnel.
C. For persons, positions, or job classifications designated as essential personnel, performance of essential operations - including but not limited to in-person performance of essential operations as assigned by a supervisor - is a core duty of their position or job classification.

D. Inadvertent failure by the College to provide the written notice required by Section IV.(B) can be remedied by subsequent notice provided in writing and does not relieve those persons designated as essential personnel, or holding positions or job classifications designated as essential personnel, from being required to report for essential operations.
E. No discipline may be imposed upon any employee failing to report for essential operations if they have not been provided with the written notice required by this subsection.
F. Employees designated as essential personnel, or in a position or job classification designated as essential personnel, may request to be excused from performing essential operations.  Such requests must be in writing and submitted to the employee’s supervisor, who in consultation with the Associate Vice President, Safety, Security and Emergency Management or designee, Human Resources or designee, and others the supervisor may believe appropriate, will decide whether to approve such a request. This decision is not subject to review.
G. Human Resources will endeavor to ensure job descriptions for positions or job classifications designated as essential personnel clearly set forth this designation.  

V. Activation of Essential Personnel

A. The President or designee is responsible for declaring emergencies for purposes of this Procedure. The President or designee is also responsible for declaring the end of emergencies. Upon declaration of an emergency, essential personnel will be responsible for performing essential operations as directed by their supervisor(s). Not all emergencies will require activation of all essential personnel.
B. To the extent possible, a declaration of emergency will be communicated to essential personnel that need to be activated as close in time to when the declaration is made as is possible and practicable.  While email, text, and announcements on College websites or other written communications are ideal, it is understood the very nature of emergencies may not allow for the same, and notice may be by way of telephone call or verbal communication.

C. Essential personnel who cannot report to work to perform essential operations during an emergency must contact their supervisor as soon as possible. Failure to contact a supervisor and/or report to work during an emergency may result in disciplinary action where appropriate - up to and including termination of employment; however, no penalty will be applied if the personnel are unable to contact their supervisor due to circumstances beyond their control.

VI. Pay for Essential Operations in Emergencies 
A. In the event that College operations are closed and employees not designated as essential personnel or in positions or job classifications not designated as essential personnel, are excused by the President or designee from performing work, essential personnel conducting essential operations will be paid as follows:

Fair Labor Standards Act (FLSA) Covered – 2 ½ times their hourly rate when their essential operations are performed at a College campus, facility, or location, 1½ times their hourly rate when their essential operations are performed remotely.
FLSA Exempt - In the same manner as when there is not a declaration of an emergency. 

B. Essential personnel conducting essential operations when the College is closed to physical access to campuses or facilities while all operations are remote will be paid as follows:
FLSA Covered - 1½ times their hourly rate when their essential operations are performed at a College campus, facility, or location, and at their regular hourly rate when their essential operations are performed remotely.
FLSA Exempt – In the same manner as when there is not a declaration of an emergency. 
Employees with questions regarding FLSA status should contact Human Resources.

History:  5/28/25.  Adopted – 5/28/25.  Effective – 5/28/25
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