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Webinar Description

Whether your nonprofit is located in Tampa
or Toronto, bad weather is inevitable.

No matter if your bad weather consists of
intense heat, hurricanes or , join
the Center to learn about the importance of
inclement weather policies, a key aspect of
your nonprofit’s employee handbook.

Avoid getting caught in the next storm
unprepared, and attend this webinar to learn
about common themes and common mistakes

found in inclement weather policies.
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Employee Handbook Basics
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General Handbook Tips

Keep it simple and specific

Design with a specific
audience in mind

Consistently enforce
handbook expectations

General Handbook Tips

Review and update your
policies periodically

Distribute the handbook to
prospective employees

Write with clarity,
relevance, fairness and
goodwill as your goals

Nonprofit
RiskManagement
Center




Policy Mistakes

Language that implies illegitimate claims
Limits on the flexibility of discipline and termination

Stating that overtime will not be paid
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Policy Mistakes

Promising confidentiality

Language that is too broad
or too narrow

Improper deductions

Designing an Inclement
Weather Policy




What is inclement weather?

Inclement weather can include any kind of
extreme weather which might create
hazardous driving conditions or significantly
impair normal operations.

This may include snow, ice, severe
thunderstorm activity, tornadoes, flooding,
excessive heat or other natural perils.
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Why have a policy?

Safety! S

Provide clear

i e
expect?tlons &
and guidance N —
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Common Components

Process of communication and authority
Telecommuting and alternative options
Essential personnel and responsibilities

Definition of absences during weather events

12



Policy Sample #1
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Policy Sample #2

Closures

n-emergency employees who are scheduled to work on the day of & closure will be granted agministrative leave for the entire
workday (TC-66: Office Closed in WebTA). All non-emergency employees who are already at work shoulg be sent home.
Emergency employees who are not required to report for duty willbe treated in the same manner.

ol unscheduled leave for the

leave for

be charged leave for

Employees who sre on 3 telework cay sre not excused from work and are expected to perform telework as scheculed or take
sick, annual leave, 25 appropriate or LWOP.

Empioyees in 2 non-pay status (LWOP, suspension, milltery cuty [not miltary leavel, or other non-pay status) wil remain in that

non-pay status.
Employees who are on Alterate Work Schedule (AWS) nd for whom the AWS day off s on the dey of the closure, do not recelve
another “in-lieu-of" Gay of.

'SAD employees who may be temporariy warking in anather lacatian or are on offcaltravel autside of the permanent cuty ares
remein in a regular duty status for thelr regular tour of duty, unless in travel status In 3 location also affected by weather, i

which case, the local policy should be applied.
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Updating Your Policy

DATE INCLEMENT WEATHER PROCEDURES

March 6,195
Revised October 16,2000

4,2007
Revtion pproved) ety 2071
Revised March 10,2008 onapoved) e 2325
January 10,2011 Revon porovd) Noveser 152011

2 omesenen
Rt e
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Leave Options

Employment Leave Options
Cotegory

uertme-cligle  Parta ad ul day dsences e 0 demer weotner e arged 1
Casstegton . Vacaion lave,
pon, COnVeEt . personl holday (ul oy absnce o),
S, |+ Accued compensatory e, or

+ Leove winaut oy
(oepied) ~Nacaon eove,
GassfieSlon L persona helday (ol do absence cnh),
oo Gassiieg |+ Accrued compensatory time,or

© Leave oot 5.

Part.cay sbsences due o nclement westher ars charged o
« Vacaton eave

+ Accrued compensatory ime.

I heve peid I e, the empl
may ot be placed on eave wihout pa fo partday sbaences

leave, ot indvidual's work schedule may be lexed with the supervsors
concurence, AL the supervisor's dscreton, leave does not have o be charged for
approved partalday absence.
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Delay & Closure Notification

Closing and Delayed Opening Policy

f conditions warrant the closing or a delay in opering the College, an amouncement of the
decision il b:

« Posted on the main page of the McDariel website at htp://wi.mcdaniel

« Emaled o the campus communiy, including facuty, saffand students
« Posted to McDaniels offcialsocial media sies:
+ Facebook page: o/ /i
+ Tuiter: @Mc

ebook.comMcDarielCollege

anielCallege
The College's main phone line a 410.848.7000 will be answered by the Department of Campus
Safety afterhours and when the campus is closed.

n addiion, media outles i the Carroll County/Baltimore area, as wel s Washington, D.C.,
and n South Central Pennsyhvania, are aso notfied of McDaniefs campus status. However, do
not deoend on the news media for comolete. accurate. untodate informaton,
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Alternatives

Workpiacs at haf ormal saring s
weather conitons, he empioyee must make every reasonable for

e finclament

waat

1.6 In the event hat an empoyee i unabl to eport 0t
(Plos 3 8 e of et weather, out whers Cly
hplaces amain opon.armpioyoos wil ol bo proviged the
Jopportunty o slec fors o choios
o whors lighie, applcabe, oporatonay foasoe, and a5

et conctons.

odays

Floxbia Work Arangements Poicy

personal ime as
Working atan afermatie Chy

lstod boion 1 cover mssed

worklocaton
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Decision-Making Authority

WHO MAKES THE DECISION?
“The superintendent of schools is responsible fo the final decision.

HOW DO WE MAKE OUR DECISION?

such as:

Amount of snow and ce accumuated
Whetner precipitation is coninuing

Parking ot conditons

What other school distics are doing
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Tip #1: Notification m

“" Consider creating an alert program that will automatically send out a
mass notification through text message and email

o
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Tip #2: Audience m

Keep the
demographic
of your
nonprofit in
mind when
developing
the policies

3 e
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" Make it your own

Tip #3: Customization m

Nonprofit
O e
BT

22
Tip #4: Reminders m
“" Consider
providing a ) :
refresher on DOh ‘(’ p
the inclement /
weather policy F ,(, 4
periodically orﬁe coe
3 omeigenen
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Tip #5: Consistency

7" Differentiate between exempt employees
and non-exempt employees
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Tip #6: Awareness

UNITED STATES
DEPARTMENT OF LABOR

‘Wage and Hour Division
DO Home > WHD > Sate Labor Offes

Wage and Hour Division (WHD)
State Labor Offices

Check your state’s
Department of Labor
for specific wage &

6/25/20

Commissioners, Directors, and Secretaries hour laws
et e
http://www.dol.gov/whd/contacts/state_of.htm J g\%':’r‘v‘egemsm
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Tip #7: Communication
' Clearly communicate
your policy to all
employees ahead of
time
J N o ement
=
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Questions to Consider
How will we define inclement weather?
Who will have authority to make
decisions on closing?
What responsibilities are “essential” in
nature?
27
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Questions to Consider m

" How will we contact our employees and
volunteers?

™ Will we allow remote work?

“ Will we allow or require non-exempt
employees to use vacation or other time-off?

28
Resources:
>
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Questions?
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Find the answer here | nonprofitrisk.org
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http://www.nonprofitrisk.org/store/pub_detail.asp%3Fid=120
http://www.nonprofitrisk.org/
https://www.nonprofitrisk.org/store/pub_detail.asp%3Fid=225

