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	The following are responsible for the accuracy of the information contained in this document

Responsible Policy Administrator
Associate Vice Chancellor for Human Resources
Responsible Department
Human Resources
Contact  (508) 856-5260
	


Policy Statement
The institution needs to maintain essential and operational services during inclement weather/ severe conditions. Departments must have approved plans on how essential and operational services will be provided. Departments must communicate these plans and identify individuals/positions designated essential or non-essential. During inclement weather/severe conditions, it is expected employees will make unusual efforts to maintain essential and operational services. 

Reason for Policy
To provide essential and operational services during inclement weather and other severe 

conditions and to provide guidelines for employee attendance and compensation.

Entities Affected By This Policy
All employees.  If portions of this policy are covered by a collective bargaining agreement, employees should seek counseling from Human Resources to clarify policy applicability.
Related Documents
Disciplinary Action Policy 

Hours of Work Policy

Overtime Policy

Scope
1. Department heads are responsible for ensuring essential and operational services are provided during inclement weather/severe conditions and for identifying and informing essential employees of their responsibilities.
2. An employee who reports to work late, leaves early, or is unable to report to work because of inclement weather/severe conditions will receive compensation only for those hours worked unless the department head approves the use of accrued holiday compensatory, personal or vacation time off. If no accrued time off-hours exist, the time will be considered an authorized unpaid absence.

3. Any unexcused absence due to inclement weather/severe conditions will be considered an unpaid absence.

4. Occasionally, there are announcements made by or attributed to the Governor or other government offices, which advise State employees not to report to work and/or excuse employees from work. These announcements do not apply to UMMS employees unless informed otherwise by their department head. 

5. On occasion, classes at the Worcester campus may be delayed or canceled due to inclement weather/severe conditions.  This announcement only affects students.

6. Essential employees who report to work when the Chancellor/designee excuses non-essential employees at the same work site with pay, will be granted a commensurate amount of compensatory time in addition to regular pay for the hours actually worked. The department will maintain records of compensatory time.

7. Hours paid and not worked due to the Chancellor declaring a delayed opening or early releases are not included in the calculation of overtime hours for nonexempt employees.

RECISSION


This signed and dated document will supersede the policy last revised on 11/01/01.

Responsibilities
	Chancellor or designee
	Excuses non-essential employees due to inclement weather or other severe conditions

	
	

	Department Head
	Ensures that a plan exists to have available essential and operational staff in the event of inclement weather

	
	

	Staff
	Understands their responsibilities in the event of inclement weather


Procedures
In support of this policy, the following procedures are included:

Name






Number
NONE





Definitions
	Essential Employees
	Those employees who are required to be at work in order to maintain essential and operational functions during inclement weather or other severe conditions.



	Non-Essential Employees


	Those employees whose services are not required to maintain critical operations during inclement weather or other severe conditions.




Approvals:
______________________________________
___________________________

Associate Vice Chancellor for Human Resources
Date


___________________________
___________________________

Vice Chancellor for Operations 
Date
 

Forms / Instructions

In support of this policy, the following forms are included:

Name





Number
NONE
Appendices

In support of this policy, the following appendices are included:
Name





Number
NONE
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