To: [Employee Name]
From:		
Subject: Suspended Operations Preparation
The University may have to suspend operations due to events like severe weather, natural disaster, fire, or related hazard. When the University suspends operations, only staff in positions that have been designated as performing an essential service are required to work. All other staff will either stay at or return home until the operational suspension is lifted.
The position you hold is not one of the positions in [unit/department name] that is required to work if the University suspends operations. If the University must suspend operations, you are expected to remain at or return home in the safest manner possible.
[If telework is possible for this position, include telework options and requirements.]
The University is committed to keeping the campus community informed during emergencies and situations that might disrupt normal operations. You can sign up for UW Alert and register to receive text messages at https://www.washington.edu/safety/alert/. If web servers are unaffected, you can also check the UW homepage.
Please review information about the University’s compensation and time off practices that are in effect during suspended operations at https://hr.uw.edu/policies/suspended-operations/.
Please contact [Manager or HR administrator] with questions about your responsibilities during suspended operations.
