North Carolina Central University
Designation of Mandatory Employee 
and Acknowledgement Form

[bookmark: Text11]Date:       
[bookmark: Text9]To:         (Employee Name)
[bookmark: Text10]From:         (Supervisor Name)
Subject:  Designation of Mandatory Employee 
Your position at North Carolina Central University has been designated as “mandatory” under the NCCU Pandemic Influenza Plan, and in accordance with the UNC Pandemic and Communicable Disease Emergency Policy for EPA (non-faculty) or the Office of State Personnel’s Communicable Disease Emergency Policy for SPA employees.    Mandatory employees are designated as dedicated resources for public health emergencies such as pandemics, communicable disease outbreaks or other public health declarations.   In the event of a public health emergency, you may be required to report to work on-site at the University campus, to remain on-site at the University, to work from an alternate location, or to work from home.  You may be required to complete tasks that are not normally assigned to you.  Training and information will be provided to you, as well as lodging and meals if departure from the University is not possible or permitted.   Because of the critical nature of their work, mandatory employees may need to report to work or remain on the job when needed, even if the university closes.   
The University’s policies and guidelines on pandemic and communicable disease emergencies have provisions regarding compensation, leave, social distancing, reporting requirements, and other important information.   You may access these documents at the Human Resources office in the Hubbard-Totton building or through the Human Resources web site:   
· NC State Personnel Manual: Workplace Environment and Health Policy, Section 8
· UNC Pandemic and Communicable Disease Emergency Policy 300.2.15
· NCCU Pandemic Influenza Plan
· NCCU Emergency Management Policy
· NCCU Guidelines on Employee Designation, Compensation, and Leave Accounting for Pandemic Situations
If there is any reason that you would not be able to report to work as required (for example, you care for a chronically ill child or spouse, or you become ill), please contact your supervisor immediately.   If you have questions or require additional information, feel free to speak with me or you may contact Human Resources at 530-6334.
Thank you.
<Supervisor’s name>
<Supervisor’s department>
I understand that my position has been designated as “mandatory” under the NCCU Pandemic Influenza Plan. 

	     
	
	

	Employee Name
	
	Employee Signature

	     
	
	     

	Department
	
	Personal Cell Phone (confidential)

	     
	
	     

	Home Address (confidential)
	
	Personal Email Address (confidential)

	     
	
	     

	Home Telephone (confidential)
	
	Alternate Cell Phone (confidential)



cc:	Manager File (Original)	Mandatory Employee (Copy)	Patricia Jenkins, Department of Human Resources (Copy)
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