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OFFICE CLOSINGS 
I.
PURPOSE:
To establish policies and procedures for closing Department offices or facilities when required by extraordinary circumstances.

II.
SCOPE:

Departmentwide.

III.
POLICY:

A. Department offices and facilities will be temporarily closed only when reasonably required for health, safety or security reasons. Under such circumstances, management will relocate affected staff to alternate work facilities such as other department or state office buildings, training opportunities, or remote work environments to the maximum extent feasible.
B. The Office of Administration and/or the Department Director or designee would be the decision authority for office and facility closure.  If an office or facility is closed or evacuated in emergency circumstances prior to approval, the Department Director or designee shall be informed of the closure and details as soon as feasible.

C. Should the closure be ordered, all associated decisions will be based on the circumstances present and will pertain only to that site.

D. Supervisors may direct employees to work at an alternate location when an office or facility is closed.

E. If an office or facility is closed, as described above, and an employee is required to depart with no option to work in an alternate location, the Department Director may grant dislocated staff Administrative Leave for the period of missed work time.

F. If the office or facility is ordered reopened prior to the end of an employee’s regular workday, the employee shall report back to work for the remainder of the day or use annual leave, compensatory time, or leave without pay from the reopening until the normal end of the employee’s workday if he/she does not report back to work.

G. For an employee to receive Administrative Leave for a closure, the employee must be at or scheduled for work (i.e., not on leave or compensatory time) when the closure is directed.

H. If a closure lasts for more than one day and the employee is out on approved leave or compensatory time, the employee’s leave may be adjusted to reflect Administrative Leave only for the portion of the closure, which encompassed the employee’s entire normal workday(s).  No leave adjustment will be made for partial days if the employee was already on or scheduled for leave.
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