	[image: image1.png]Q>

2 \ 4 <

A o
Mo sepo®




	
	ADMINISTRATIVE MANUAL

	SUBJECT: 
LEAVE


Inclement Weather Policy
	Chapter: 
8

	
	Section: 
8.13

	REFERENCES:
State Office of Administration Policy


B-15, “Hazardous Travel Policy”
	Page: 
1 of 2

	
	Revised:
4-20-15



INCLEMENT WEATHER POLICY

I.
PURPOSE:

To provide for late arrivals, early departures, and absences due to inclement weather.

II.
SCOPE:

Department wide.

III.
POLICY:


A.
Employees may request to arrive at work late, depart early, or be absent from work due to poor travel conditions caused by inclement weather.  Supervisors are encouraged to be lenient in approving these requests.  If possible, employees shall call in to advise their supervisors in the event they will be late for or absent from work due to inclement weather.  Employees shall obtain supervisory approval prior to departing work early.  



In such cases, missed time due to inclement weather will be accounted for as follows:

1.
Charged to accrued annual leave;

2.
Charged to accrued compensatory time; 

3.
Charged to leave without pay (only if the employee has insufficient accumulated compensatory and/or annual leave);

4.
Offset by adjusting the work schedule during the workweek in which the absence occurs. To ensure proper time accounting in the DELTA system, the department requires that hours be adjusted within the same workweek only. 

B.
Employees must have supervisory approval to make up lost time by adjusting the work schedule.  Since the offset must occur during the same workweek the time was lost, making up lost time may not always be an option.  Additionally, the supervisor may disapprove a request to adjust a work schedule for other reasons (e.g., workload does not support the extra time, productive work cannot be done during the proposed hours, the extra hours would result in an excessively long workday(s), etc.).  In these cases, the time lost due to inclement weather must be charged as in A.1-3, above.




With supervisory approval, employees may work additional hours in anticipation of inclement weather predicted later in the week.  These hours must be flexed off by the end of the day on Friday of the week in which they are earned.


C.
In the event of severe or dangerous travel conditions, Office of Administration will announce that the State Hazardous Travel Policy is in effect.  Managers will be notified when the State Hazardous Travel Policy has been issued for specific counties.


When Office of Administration announces that the State Hazardous Travel Policy is issued for a specific day and county in which an employee resides or works, the following will be authorized:



With supervisory approval, the employee may flex time off before it is earned, with the expectation that additional time will be worked in the workweek.  When additional time is worked in the same workweek, it should be coded in DELTA as ADDHR (to balance the FLEX).  The rest of the time taken off must be charged to a leave/docking balance (annual, Comp, or if no paid leave is available, Leave without Pay).  The Hazardous Travel Policy must have been implemented in that location/county in order to adjust the work schedule in this manner.
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