








I. PURPOSE
The purpose of this FSSP is to document how Facilities Services shall operationalize the University’s Adverse Weather Policy.   
II. GENERAL
The University’s Adverse Weather Policy is available on the web at 

http://www.ecu.edu/business_manual/Human_Resources_Policy13.htm#pol13j in Policy Statement 13j: Leave Benefits – Adverse Weather in the Human Resources section of the Business Manual.  For additional information, refer to Section 5 titled Adverse Weather and Emergency Closings in the State Personnel Manual http://www.osp.state.nc.us/manuals/manual99/weather_etcpolicy.pdf
III. PROCEDURES
Pursuant to Facilities Services Standard Practice 20-3001, Natural Disaster Emergency Plan, all Facilities Services personnel are 
”EMERGENCY EMPLOYEES” (formerly referred to as essential personnel) and will report to work during the time that the University is closed if normally scheduled to do so.  Office of State Personnel defines Emergency Employees as employees who are required to work during an emergency because their positions have been designated by their agencies as mandatory/essential to agency operation during emergencies.  Reporting times will be based on the determination of the Senior Associate Vice Chancellor for Campus Operations.

Accounting for time if Employee is unable to report to work

If a Facilities Services Employee is unable to report to work, the Employee should make every effort to notify his/her Supervisor that he/she is unable to report to work.  It is the Employee’s responsibility to reach a member of Management if the Employee is unable to report to work.  If the Supervisor is not available, the Employee should contact the Assistant Director.  If the Assistant Director is not available, the Employee should contact the Director.  
The University Policy states that time not worked “will be charged to vacation leave, or leave without pay, or where operational needs allow, management must make every reasonable effort to arrange schedules whereby employees will be given an opportunity to make up time not worked due to adverse weather rather than charging it to leave.”  

The University Policy continues that “Since hours worked in excess of forty during a work week would constitute overtime pay for SPA employees per the Fair Labor Standards Act, it will be necessary for make-up time for employees subject to overtime to be limited to the work week in which the time is lost or in a week when the employee has not worked a full schedule due to such absences as holidays, vacation, sick leave, civil leave, etc.”  

If the Facilities Services Employee has earned comp time before the adverse weather situation or has comp time “on the books,” the Employee may apply that comp time, either overtime or hour-for-hour comp time or a combination, to cover time not worked due to adverse weather conditions.     

Thereafter, a Facilities Services Employee may charge scheduled time not worked due to adverse weather to 

· vacation leave, or 

· leave without pay, or 

· the employee may choose to use hour-for-hour comp time, not overtime comp time, 

to cover time not worked due to adverse weather conditions.

An Employee shall obtain pre-approval from a Supervisor to earn hour-for-hour comp time to cover the time not worked due to adverse weather conditions.  It is necessary for make-up time for employees subject to overtime to be limited to the work week in which the time is lost or in a week when the employee has not worked a full schedule due to such absences as holidays, vacation, sick leave, civil leave, etc.  The Supervisor should clearly indicate the number of authorized hours worked to apply to an employee’s adverse weather balance on the employee’s timesheet. 

An Employee shall have one year to earn the hour-for-hour comp time to cover the time not worked due to adverse weather conditions.  Any hour-for-hour comp time that an Employee has at the end of a pay period shall first be applied to any Adverse Weather balance.  

Employees who volunteer, with Supervisor’s pre-approval, to work on a holiday to make up time not worked due to adverse weather conditions shall not receive Holiday Premium Pay nor shall they receive equal time off at a later date on an hour-for-hour basis for each hour worked on the holiday.    

Scheduled time not worked due to adverse weather conditions shall be made up within twelve months from the occurrence of the absence.  

If the scheduled time not worked due to adverse weather conditions is not made up within twelve months of the occurrence, vacation leave or leave without pay shall be charged.

Employees who are on pre-arranged vacation leave or sick leave shall charge leave to the appropriate account with no provision for make-up time.

Facilities Services Leave Clerks shall maintain a record for Employees with an Adverse Weather balance.  Leave Clerks may use the attached worksheet to record an Employee’s Adverse Weather balance (See Attachment 1).  Please contact the Director of Resource Management for this Excel worksheet.   

If an Employee has an Adverse Weather balance eleven (11) months after the occurrence, the Leave Clerk shall notify the Employee of the remaining balance with the attached memo (See Attachment 2).  A copy of the memo will be forwarded to the Employee’s Supervisor.    

If an Employee has an Adverse Weather balance twelve (12) months after the occurrence, the Leave Clerk will use the attachment memo (See Attachment 3) to notify the Employee that the adverse weather balance has been deducted from his/her vacation account if the Employee has sufficient vacation leave to cover the balance or to notify the Employee that the balance will be deducted as vacation leave is earned if the Employee does not have sufficient vacation leave to cover the balance.  Employees are not allowed to carry over a negative vacation leave balance at the end of the calendar year. A copy of the memo will be forwarded to the Employee’s Supervisor.  









Attachment 1

	ADVERSE WEATHER RECORD
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	Description
	Date
	Time not worked due to Adverse Weather 
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Attachment 2

MEMORANDUM

DATE:


 

TO:


FROM:

Leave Clerk

SUBJECT:
Adverse Weather Balance 

As of today, you have an Adverse Weather balance for scheduled time not worked due to the (insert description on date i.e. snowstorm on 12/4/00) in the amount of (insert number of hours in Adverse Weather balance) hours.  

Pursuant to FSSP 41-0007, if the scheduled time not worked due to adverse weather conditions is not made up by (insert date twelve months from the date of the adverse weather), which is twelve months from the date of occurrence, then the balance of your adverse weather leave shall be charged to either vacation leave or leave without pay.

I appreciate your attention to this matter.

cc:

(Supervisor)


Attachment 3

MEMORANDUM

DATE:


 

TO:


FROM:

Leave Clerk

SUBJECT:
Adverse Weather Balance 

As (expiration date for making up adverse weather balance), you have an Adverse Weather balance for scheduled time not worked due to the (insert description on date i.e. snowstorm on 12/4/00) in the amount of (insert number of hours in Adverse Weather balance) hours.  

Pursuant to FSSP 41-0007, if the scheduled time not worked due to adverse weather conditions is not made up within twelve months from the date of occurrence, the balance of your adverse weather leave shall be charged to vacation leave or leave without pay.  

____With sufficient vacation leave to cover the adverse weather balance, the balance has been deducted from your vacation account and will be reflected on your leave record.  

____With insufficient vacation leave to cover the balance, the balance will be deducted as vacation leave is earned and will be reflected on your leave record.

​​Employees are not allowed to carry over a negative vacation leave balance at the end of the calendar year.  

Please contact me immediately if you are interested in charging the balance to leave without pay.

I appreciate your cooperation in this matter.  Please contact me if you have any questions. 

cc:

(Supervisor)


	PREPARED BY:  HRB

APPROVED BY: GWH
	DATE OF ISSUE: 09/08/03

SUPERSEDES: 02/21/02
	PAGE:  1 of 6



_917420359.doc
��



�
















