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Inclement Weather - Time Away from Work
	Origination Date: 8/11/2016
	 

	Version Date: 08/11/2016
	 




Purpose: 
To provide standards and processes around documenting time away from work due to inclement weather
The following entities are covered by this policy:

General Internal Medicine
Policy: 

In general, GIM staff is considered to be in the "delayed service" category. “Delayed service” staff should not report to work or remain at work when a severe weather closure has been declared. No transportation services are provided and no childcare services are provided. Staff members who judge it prudent not to travel during inclement weather have the responsibility to inform their supervisor of their plans by phone/e-mail.

As such, when a severe weather closure has been declared the following options are available to supervisors and staff for managing the question of time away from work:

Delayed Service Staff Members
· Non-exempt and exempt staff members not scheduled or not required to work during a severe weather/emergency condition event should not report to work unless instructed to do so by their supervisor. 

· With prior planning and approval from their supervisor, non-exempt and exempt staff members may select one of the following options to cover an absence due to a declared severe weather/emergency condition:  

1. Use accrued vacation or discretionary holidays, 

2.   Perform job functions off site, or 

3.   Make up the lost time/work within three (3) months.

· If a non-exempt or exempt staff member is away from work on an approved sick leave request the day before the severe weather/emergency conditions policy is activated, he/she may continue to use sick leave while the policy is active.

Staff Members with Effort Allocated to Clients
GIM staff with effort allocated to clients will notify their clients of any absences or delays caused by inclement weather. GIM staff with effort allocated to clinical departments and who have clinical responsibilities will assume the service status of that department, unless otherwise notified by the department. 
When conditions warrant, the Emergency Coordinator at Duke University will issue a statement on Severe Weather/Hazardous Conditions. Updates on severe weather, cancellations, and closure are available online at http://emergency.duke.edu or by calling 684-INFO (4636).
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