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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Severe Weather Conditions/Natural Disasters

During severe weather conditions, employees are generally expected to report to work unless doing so would risk personal safety or the Company declares an emergency closing.  All reasonable efforts should be made to get to the office for work, including alternative methods such as public transportation. If possible, employees may be approved to work remotely during their shift. 

[bookmark: _GoBack]During such weather conditions you are responsible for contacting the office regarding opening or closing hours.  You are also expected to advise your manager prior to the beginning of your shift in the event that you will be late to work or unable to report to work.  

Employees who arrive at the office within one hour of their regular start time will receive pay for their entire shift.  If an employee arrives after the one-hour allotted “grace period,” the employee will be paid for the actual hours worked.

Employees who are unable to report because of weather conditions will be granted an authorized unpaid absence and may be given a chance to make up missed time, if work schedules and conditions permit.  Available paid time, such as PTO/vacation, may also be used.
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