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115		Inclement Weather and Civil Emergency

In the event of inclement weather or civil emergency every effort will be made to open the church offices.  Church employees shall make their own decision concerning any risks of driving to the church for work.  Under these circumstances an employee is not required to come to work.  Should any employee choose to not report to work that day, or to report later in the day, they must report this decision to their supervisor by 8 am.

To receive pay for time away related to inclement weather or civil emergency, employees may use vacation or personal day leave time available.  Otherwise, time away without pay, prorated for any partial day worked shall be applied to the next pay period.  Employees should notify their supervisor in writing of their decision as to how to classify their time away as soon as they report back to work from being away.  The supervisor shall forward a copy of this written notification to the Administrator for proper paid time away posting or time away without pay.

Sick leave cannot be used to cover an absence caused by inclement weather or emergencies, however, sick leave many be used in case of illness which happens to occur during inclement weather and emergencies.  The sick day reporting policies shall apply in this case.

It is recognized that there is a possibility, due to the severity of the inclement weather, civil emergency, or power outages, that the church offices would be closed a full or partial day.  In that case, salaried full-time employees will receive pay for the time off, pro-rated for any partial day the office was open.

It is incumbent upon the employee, if in doubt as to whether or not the church offices are open or closed, to telephone their immediate supervisor for proper information and notification.

In the case of inclement weather or civil emergency, a decision may be made by the Pastor, Staff Coordinator, and the Administrator to delay the opening of the church offices to later in the day, to allow for improved travel conditions.  In that case, the decision will be made by 6:30 am, and a phone chain will be initiated for communication to all church employees.  Should an employee still choose not to report to work that day, they must notify their supervisor by the delayed opening time.  Any vacation or time off taken without pay shall be pro-rated for the delayed office opening time.

