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Emergency Office Closure/Inclement Weather


Policy No: 900-10			Effective:  July 1, 2014		    Revised: N/A


Authority/References: O.C.G.A. 45-20-16(a); State Personnel Board Rule 16(10); accessible at http://doas.ga.gov/StateLocal/HRA/Rules/pages/home.aspx; Rules, Regulations, and Procedures Governing Working Hours, the Payment of Overtime and the Granting of Compensatory Time (Policy No. 7, Effective January 2009) accessible at http://opb.georgia.gov/payment-overtime-and-granting-compensatory-time

Last Reviewed: N/A

Purpose: To prescribe uniform procedures for the closure of GVRA offices and the treatment of employee absences from work during periods of inclement weather and other emergencies.

Policy 900-10 Whenever it is determined that the health or safety of citizens, clients, or employees would be placed at risk or that conditions or events prevent performance of regular operations, services or responsibilities assigned to the Agency, closure of the Agency or a subsection thereof may be deemed necessary. The governor shall make decisions regarding the conditions affecting the closure of all agencies statewide or within a geographic region. The heads of the Department of Administrative Services, Georgia Emergency Management Agency, Department of Transportation and Department of Public Safety will confer, in situations regarding inclement weather, and make recommendations to the governor regarding agency closures statewide or within a geographic region.  Notification of closings ordered by the Governor will be posted at the state employees website – http://team.georgia.gov/. 

Decisions regarding conditions affecting GVRA or its respective offices/facilities shall be made at the discretion of the GVRA Executive Director.  The Division Director shall inform the Executive Director of the need to delay the opening of or closure of an office/facility.  In instances of inclement weather, the Division Director shall determine the need based on consultations with the local Department of Public Works and/or the Department of Public Safety, and as appropriate, the local management.


1. Communication of GVRA Closures
Every attempt will be made to make decisions to open, close or delay office/facility openings by 6:00 a.m. for the workday. If it becomes necessary to delay opening or to close state offices, the Executive Director (or his/her designee) will electronically notify GVRA employees. To ensure the safety of staff and individuals served local office/facility managers, in consultation with the Division Director, may alter office/facility hours or close specific offices/facilities based on local area conditions.

Office/facility staff will be notified via an update that will be posted on the GVRA Website at the following location: https://gvra.georgia.gov/press-releases.  Notification to staff and clients will also be made available via designated local radio stations.  Additionally, in the event of an individual office closing, the office/facility manager is responsible for ensuring the office/facility voicemail advises in-coming callers of the office/facility closure.  
Official notification will also be relayed by the media outlets listed below:

· In Metropolitan Atlanta:
Television Broadcast Station WSB (ABC) Channel 2, and Radio Stations WSB AM 750 and WSB 95.5 FM shall serve as official notification stations.

· In Areas Outside Metropolitan Atlanta Radio stations:
Albany             		96.3    FM        	WJIZ
Americus                         	94.7    FM                WDEC
Athens                            	1340   AM                WGAU
Athens                             	91.7    FM                WUGA 
Bainbridge                     	101.9  FM                WBGE
Brunswick                       	1440   AM                WGIG
Cartersville                     	1270   AM                WYXC 
Cleveland                        	1350   AM                WRWH
Cochran                             	89.7    FM                WMUM
Columbus                          	91.7    FM                WTJB
Griffin                               	88.9    FM                WKEU
Milledgeville                     	88.3    FM                WRGC     
Swainsboro                         800     AM                WJAT

Employees should check the GVRA Website Homepage/Press Release pane (https://gvra.georgia.gov/press-releases) or listen to one of the designated local radio stations. Announcements on other stations may not be accurate. In the absence of official notification of delayed opening or office/facility closure, employees are expected to report to work on time or contact their supervisor or other appropriate agency personnel as directed by the Executive Director.  

2. Treatment of Absences
When an employee is prevented from reporting to work or remaining at work because of the closure of the agency or subsection thereof by action of the governor or Executive Director or his/her delegate, as applicable, such absence is considered to be with pay and not charged to any accrued leave or compensatory time. 

When a closure by the governor or Executive Director or his/her delegate has not been announced and an employee must be absent due to individual circumstances, the absence shall be charged to available leave or compensatory time or shall be unpaid. The Executive Director or his/her delegate, at personal discretion, may permit employees to make up the time lost from work in accordance with rule 16 of the Rules of the State Personnel Board. 

Employees who are not directly affected by the conditions warranting closure, or who are not scheduled to work during such times, shall not accrue any right to, and shall not be compensated in any manner for any absence that may be authorized for the employees directly affected.

· 2.1 Teleworking Employees
· The Executive Director or his/her delegate heads may presume that employees with established teleworking schedules that are scheduled to telework at an alternate worksite on the day of a declared closure are not directly affected by conditions warranting closure of the normal work site, absent evidence to the contrary.

· 2.2 Essential Employees
· Essential employees must report to work despite state office closures.

3. Overtime Compensation
Employees will be compensated in accordance with Rules, Regulations, and Procedures Governing Working Hours, the statewide policy jointly issued by the Office of Planning and Budget and the Department of Administrative Services referenced above.

Scope: Every employee's and volunteer’s performance will be evaluated, in part, according to how he or she complies with this policy.  All supervisors are required to review this policy as a part of on-boarding new staff and annually thereafter with all staff.

Attachments/Exhibits:  Refer to: Georgia CommuteSmart State Teleworking Policy http://doas.ga.gov/StateLocal/HRA/Benefits/Docs_GaCommuteSmart/GeorgiaCommuteSmartTeleworkPolicyandAgreement.pdf

Glossary Reference(s): 
Inclement Weather – Stormy or severe weather which poses an imminent threat of harm to individuals in a specific area or location
Teleworking Employees – Individuals who work at a location other than a conventional office. The offsite work location shall be considered an extension of the state work space location.  Employees will are selected based on the suitability of their jobs, an evaluation of potential success as a teleworker and an evaluation of their supervisor to handle remote workers.  Work hours, overtime compensation and vacation schedules must conform to the state’s guidelines and to terms otherwise agreed upon by the employee and their supervisor. Terms and conditions of employment are unchanged.
Essential Employees - Employees who are designated as required to work when an office closing is authorized, usually in operations that must provide services around the clock. The designation of essential can depend upon the employees’ duties, as well as the circumstances for the closing.  Duties usually involve work or services essential to the health or safety of the customers. 
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