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United States Department of Agriculture
Research, Education and Economics

Agricultural Research Service
December 7, 2011
SUBJECT:
Hazardous Weather Dismissal Plan for Location

            TO:
All Employees

      FROM:
James P. S. Neel, Acting Research Leader /s/

Policy and Procedure 402.6 requires the establishment of a Hazardous Weather Dismissal Plan for all locations within the North Atlantic Area.  Accordingly, the following plan is established for this Location:

· The Research Leader has sole responsibility for dismissal!  The decision for dismissal shall be based upon the opinion of the Research Leader as to the degree of hazard involved in commuting to or from the Center.  Closing of schools does not mean that we will necessarily be closed for work.

· Voice mail will be utilized to notify employees of emergency closings.  After the decision is made to close or delay opening of the Center, a message will be placed on the phone system by 6:15 a.m. to notify employees and the public of the Center’s closure or delayed opening.  Employees will be responsible for calling the main number (304-256-2858 or 304-252-6426).  Hearing-impaired employees will be responsible for using the WV Relay Service (1-800-982-8771/TTY Users; 1-800-982-8772/Voice Users) to contact the main number and access the recorded message.  Employees should contact their supervisors when in doubt.

· After notification of Center closure, employees are excused from duty.  They shall be granted administrative leave.  If the Center is closed for more than three consecutive workdays, starting the fourth day, employees will be required to take personal leave (required by P & P 402.6).  The employee is responsible for maintaining contact with the Center phone system or supervisor to determine when the Center has reopened.
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· When the Center is open but closes early, administrative leave will be granted from dismissal until the end of the employee’s scheduled work day.

· For purposes of this guidance, the Center’s official operating hours are from 8:00 a.m. to 4:30 p.m., Monday through Friday.  However, when the Center opening is delayed, administrative leave will be considered on a case-by-case basis from the beginning of the employee’s scheduled work day until opening.  If an employee chooses to report to work for normal scheduled hours when the Center is closed because of inclement weather, attendance will be recorded as regular time.  
· Whenever the Center is closed early or all day, the Area Office will be notified by the Research Leader, Program Assistant, or the Administrative Officer.

For the purpose of this plan, essential “phase down” employees are James P. S. Neel, Acting Research Leader; Michael Canady, Administrative Officer; Stephanie Sullivan, Program Assistant; and Kelly Alley, Maintenance Worker.  Essential “continuing” employees are the Maintenance Worker and other staff as deemed necessary.

P & P 402.6, Page 18, states:  “All employees are to presume, unless otherwise officially notified, that their work activity will be open each regular workday regardless of any weather or conditions which may develop.  Employees are normally expected to cope with difficult driving conditions or disruptions of public transportation facilities and arrive at work on time.”  However, each individual employee should exercise sound personal judgment to evaluate the risk of personal injury or property damage associated with travel from their home to work, and utilize the agency’s flexible leave policy (P&P 402.6, pp. 27-29) when appropriate.
If the Research Leader determines weather conditions are not “area-wide”, no message will be recorded.  Under these circumstances, if you find it necessary to be late, contact your immediate supervisor for review on a case-by-case basis.  For inclement weather purposes, Lead Scientists have been delegated the authority to grant up to two hours of administrative leave in extreme cases.
If you have any questions regarding the above, please see the Research Leader or the Administrative Officer.

cc:
D. Swietlik, AD


S. Tu, AAD

L. Wright, Acting DAD
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