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DUTY STATUS AND LEAVE DURING ADVERSE WEATHER SITUATIONS

1.  It is the policy of the United States Military Academy to remain open during adverse weather conditions and to continue full operations in support of the mission.  When roads are closed or treacherous because of adverse weather, the Garrison Commander or his designee may decide to implement USMA Policy 40-03, Leave During Adverse Weather.

2.  You are encouraged to utilize 938-7000, the USMA web site (http://www.usma.edu), and the USMA Command Channel 23 for accurate and up to date official information.  As a convenience, the following radio stations will provide unofficial information at regular intervals starting on or about 6:00 a.m. when adverse weather conditions develop during non-working hours.
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3.  NONEMERGENCY POSITIONS:  The following policy applies to employees in non-emergency positions only.


a.  During adverse weather conditions that start prior to the workday, announcements will be made as follows:


“WEST POINT IS CODE WHITE UNTIL (stated time, or, all day).”  This means that the Leave During Adverse Weather policy is in effect until the stated time or all day.  Employees, who might be prevented from reporting to work, or who believe that they might not be able to return home if they come to work, should be granted annual leave, accrued compensatory time or LWOP if they prefer.  Advance approval of the leave is not necessary.  Specific procedures for requesting leave in these circumstances are at the discretion of each Activity Director.  Employees in emergency positions are expected to report at their normally scheduled time.







OR


“WEST POINT IS CODE RED UNTIL (stated time).”  This announcement means that part of the installation is closed until the announced time, and employees should not report until that time.  Supervisors will excuse absences without charge to leave for all employees affected whether or not leave was previously approved.  Employees who do not report for work by the announced time will be charged leave for the remainder of their absence if it was properly requested and approved.  Employees in emergency positions are expected to report at their normally scheduled time.







OR


“WEST POINT IS CODE RED ALL DAY.”  This means that only employees in emergency positions should report for work.  Employees in non-emergency positions should not report to work until their next regularly scheduled workday.

b.  When adverse weather conditions develop during duty hours:

The Garrison Commander or his designee may decide to institute the Leave During Adverse Weather policy for employees who are on duty at the time of the dismissal.  Such decisions will be conveyed to all Major Activity Directors who are responsible for notifying all activities under their control.

Tenant unit commanders or designee will make the decision for tenant employees.

Employees in emergency positions will be expected to remain on duty for the duration of their normal schedule.

When a decision is made to dismiss employees early, employees who would normally report for duty after the time of the dismissal should call their supervisors for instruction.

4.  EMERGENCY POSITIONS:  The procedures in paragraph 3 above do not apply to employees in positions designated as emergency.  These employees will always make a valid attempt to reach the work site on time during emergency situations.  Employees who make a valid attempt, but do not reach the work site on time, will be given consideration for any tardiness due to road conditions and will, generally, not be penalized for conditions beyond their control.  Employees in emergency positions who are at work during a snow emergency will normally be required to remain for their entire tour of duty and may be needed to remain for overtime or to cover additional shifts.  Employees in emergency positions are so notified in writing.  

Supervisors are encouraged to discuss this policy with each employee.  Any questions concerning the designation of your position as emergency, or non-emergency, should be discussed with your supervisor.

5.  CIVILIAN ON-SITE TRAINING CLASSES will be postponed when Code Red is in effect.  Participants will be notified of the rescheduled date as soon as arrangements are made.  Classes may be postponed in other cases.  The proponent of the class will communicate the status of the class to the registered attendees.

6.  FOR FURTHER INFORMATION



Appropriated Fund employees


938-3943



CPAC



Non Appropriated Fund employees


938-2822/4580



NAF Personnel Branch, CPAC



On-site training classes



938-3943



CPAC



Time and attendance reporting


938-6508



Civilian Pay Service Center



Directorate of Resource Management



Weather and road conditions


938-7000



USMA homepage




http://www.usma.edu







-signed-






CAROL L. MCQUINN







Director, Civilian Personnel Advisory Center
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