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To: 	Tom Larson, Cheryl Thomason, Jody Jenik, Kathy Wagner, Duanne Serna, Lisa Broussard,        Shirley Jones, Bob Moody, Roger Jones, Lisa Martinez, Tim McStraw, Michelle Jones, Nancy Kichler, Bruce Seelenfreund, Arthur McCaskill, Jerry Richards, Chris Kirkham, and Bill Speaks
From:  	Tom Larson
	Chief, Personnel & Payroll Systems Division
Subject:  Responsibilities in a Disaster
With regard to working arrangements when there is an emergency/disaster affecting NBC’s Denver campus, the Federal Service, Labor-Management Relations Statute ‘management rights’ provision in 5 USC 7106(a) reserves to management the exclusive authority to take whatever actions may be necessary to carry out an agency's mission during emergencies.  In planning for such emergencies and ensuring continuity of critical operations, HRD must ensure that (1) personnel essential to maintaining critical business functions are officially informed of and accept their responsibilities, and (2) continuity personnel have the necessary guidance and support, and know before, during, and after a disaster what is expected of them.
To identify critical business functions and essential personnel, PPSD conducted, and regularly updates, a Business Impact Analysis (BIA) to identify business needs in a disaster.  The BIA identifies four critical business functions to be maintained during emergencies:

1.	Personnel action processing
2.	Payroll processing
3.	Time and Attendance reporting, verification, and approval
4.	Volunteer action processing and reporting

You are receiving this letter because the BIA identifies your position as essential to maintaining one or more of the critical business functions.  As a result, you may have responsibilities in a disaster, depending on the specific circumstances.  For example, if the NBC Denver campus is not available, you may be required to report for work at an alternate work site (which may not be in the Denver area) or you may be required to work different hours than normal. Job responsibilities assigned to you during an emergency are expected to but may not correspond exactly to your normal responsibilities.

As you may be required to work at an alternate duty location in an emergency, you will need to have a Government credit card for travel and will need to complete credit card training for both travel and purchasing (in the event your card is needed for purchasing supplies, etc.). Please coordinate this with your supervisor. Training is available at:  https://chargecardtraining.nbc.gov/  You will need to complete A. General Information, B. Travel Business Line, and C. Purchase Business Line training. Please provide completion certificates to your supervisor.

In order to access email in an emergency, please be sure you’ve set up and tested your access to iNotes.  Your supervisor can help with this if needed.
HRD also understands that personnel who are needed in a disaster situation have commitments outside of their professional obligations.  By taking personal preparedness measures, you will be able to respond in an event with a greater level of confidence that you can still meet your personal obligations. Because your position has been identified as necessary in an emergency, you should implement personal preparedness measures to help ensure your ability to support HRD’s critical business functions. For example, you should:
•	Maintain a readiness kit and plan containing personal materials and information that would allow you to perform your work responsibilities away from your normal work location. This could include financial, medical, legal, and other personal information you may require in the event you are required to work for an extended period of time away from home.
•	Maintain a home readiness kit and plan containing materials your family and others would need to sustain themselves in your absence.  
NBC is required to provide guidance to continuity personnel about individual preparedness measures they should take to ensure an adequate response in a disaster. Presentations on individual preparedness have been given at HRD and PPSD all-hands meetings and brochures, pamphlets, and information sheets have been provided at those briefings.  The materials are also available from the HRD Emergency Coordinator, Roger Jones, in 7201_150. 
The Department of Homeland Security’s Federal Continuity Directive 1, Federal Executive Branch National Continuity Program and Requirements, requires NBC to ensure you are informed of and accept your role and responsibilities as described in this letter.  Please sign below indicating you understand the responsibilities described and return a signed copy to your supervisor.

Questions should be directed to Roger Jones via email or at x999-9999.  Thank you for your support of this important activity.


________________________________________
Print Name

________________________________________		____________
Signature						Date
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