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USMA POLICY MEMORANDUM NUMBER  40-96





SUBJECT:  Leave During Adverse Weather








1.  PURPOSE.  To set forth the United States Military Academy’s policy on the leave status of employees, emergency and non-emergency, during periods of adverse weather.





2.  APPLICABILITY.  This policy applies to all civilian personnel paid from appropriated and non-appropriated funds, employed by the United States Military Academy (USMA) to include Stewart Army Subpost (STAS) and tenant activities.





3.  POLICY.  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.  Safety of the USMA population comes first and inordinate risks should be avoided.





	a.  The “snow policy” means that employees in non-emergency positions, 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 normally be granted annual leave, accrued compensatory time or leave without pay (LWOP) if they prefer.  Advance approval of the leave is not necessary.  Specific procedures for requesting leave are at the discretion of each Activity Director.





	b.  A delayed opening means that part of the installation is closed and employees in non-emergency positions should not report until the designated time.  Supervisors will excuse absences without charge to leave for all employees affected whether or not leave was previously approved.





	c.  An early release means that part of the installation is closing early and employees in non-emergency positions should be dismissed without charge to leave.  Only employees present for duty at the time of the announced release will be excused.  Those individuals already in a leave status will continue to be charged leave.





	d.  Employees in emergency positions will always make a reasonable, valid attempt to reach the worksite on time.  Consideration will be given for any tardiness due to road conditions, and employees will not be penalized for conditions beyond their control.  Employees in emergency positions who are at work 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.





	e.  In situations where employees are required to remain on duty and become stranded at USMA because of severe weather conditions, emergency beds and access to food will be provided at no cost by the First Battalion, First Infantry.
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	f.  Civilian on-site training classes will be postponed when the snow policy or a delayed post opening is in effect.  Classes may be postponed in other cases at the discretion of the Civilian Personnel Office.  Participants will be notified of the rescheduled date as soon as arrangements are made.





4.  RESPONSIBILITIES.





	a.  The Command will identify emergency positions and notify employees in accordance with USMA Regulation 690-27, Hours of Duty.





	b.  The Civilian Personnel Office (CPO) will publicize this policy annually.





	c.  The Garrison Commander or his designee may decide to either implement the snow policy or grant excused absence without charge to leave when roads are closed or treacherous because of adverse weather.  Likewise, the Deputy Garrison Commander STAS, will make the decision for STAS employees.  Tenant unit commanders, or their designee, will follow the call of the Garrison Commander.





	d.  The Public Affairs Office (PAO) will announce decisions through a variety of media, such as local radio stations, USMA Channel 8, and the weather phone line (914) 938-7000.  The CPO will initiate the USMA office telephone information tree.  Use of individual office telephone trees to facilitate communication are encouraged.





	e.  Supervisors will inform their employees of leave procedures to be followed.  Every employee in an emergency position must have the phone numbers of their supervisory chain and or backup points of contact they are expected to reach.





	f.  Because of the varying nature of weather and road conditions throughout the local region, and the many different work shifts particularly at West Point, supervisors will work with their emergency and shift employees on a case by case basis to ensure that the USMA mission gets accomplished.  However, reason must dictate to ensure no one is placed at inordinate risk getting to or from work.  Therefore, Activity Directors have the authority to empower first line supervisors to make decisions on such matters.





5.  EXPIRATION.  This policy is effective until superseded or rescinded.





FOR THE SUPERINTENDENT:











						STEPHEN A. WINSOR


						COL, GS


						Chief of Staff
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