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Because of the nature and complexity of college activities and operations, it is
anticipated that, barring extraordinary circumstances, services will be provided as
scheduled. Such circumstances may include severe weather or other emergencies
which impact normal operations. Further, there are certain essential services that must
be provided in spite of such circumstances. Employees providing essential services will
be defined as needed and according to circumstances of each emergency.
Employees and the college share concern for both accomplishing the work of the
institution and protecting the well-being of those performing that work. In this spirit, it is
expected that employees will make every reasonable effort consistent with safety to be
at work as scheduled.
Purpose:
The procedure provides guidelines in the event the college is closed officially by the
president or his/her designee. The procedure also provides a uniform method handling
absences that occur when employees are prevented or delayed from getting to work, or
leave work early because of severe weather or other emergency situations affecting
operations.
Procedures:
1. A designated administrative official will release to the local news media a statement
specifying the college schedule if inclement weather or an emergency circumstance
creates conditions under which operations will be affected.
If weather or other emergency conditions occur during working hours, information
will be released to employees through normal distribution channels on campus.
If weather or other emergency conditions occur after work hours, employees are
directed to listen to local media for announcements regarding the college schedule.
2. If the president or his/her designee closes the college due to weather or other
emergency, non-essential employees will be excused from work. Only on such
occasions will employees be paid for such absences.

3. If the president or his/her designee officially closes the college, the following
conditions apply. An employee shall receive pay for that part of the work schedule
missed during the official closedown period only in the following circumstances:
A. The employee is at work until the closedown officially begins.
B. The employee has received authorized notice not to report to work during the
closedown period.
4. In the event a weather or other emergency results in a decision by the president or
his/her designee to allow employees to leave work early, employees will be paid for
a full day of work.
5. An employee who is required by his/her supervisor to work on essential duties
during the employee's regular shift shall be paid overtime or granted equivalent time
off for the hours worked during the official closedown period.
6. If an employee's regularly scheduled work hours are not impacted by the emergency
situation, those hours will not qualify for overtime or compensatory time. For these
employees regularly scheduled hours worked before and/or after the closedown do
not qualify for overtime or equivalent time off.
7. When an employee does not report to work for weather related reasons but the
college has not been officially closed, the employee must follow regular procedures
for reporting lost time and must charge any such absence to accumulated vacation
or compensatory time or elect to receive no pay for the time.
8. Supervisors may allow staff members to leave work early because of severe
weather conditions. In this case, the supervisor may require the lost time be made
up if the workload in his/her department makes this necessary. Otherwise, if an
employee is given permission to leave work early, the work time missed must be
accounted for as either vacation, compensatory time or time without pay.
9. Temporary hourly help on the college payroll will not be paid if the college is closed.
10. Supervisors with temporary help provided by contract services must advise such
workers as far in advance as possible in keeping with agency contract provisions to
minimize expense to the college.
11. If the college is closed for less than a whole day, an employee off campus on
business, on vacation, sick leave, other paid time off, day off, layoff or leave of
absence shall account for the time away from work as if there were no closedown.

