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Backgr ound:

This Instruction has been revised consistent with recent changes
in the Ofice of Personnel Managenent (OPM policy applicable to
al | executive agencies inside the Washington, D.C., Capital
Beltway in the rare event that an early work dism ssal or a late
work arrival is required due to inclenent weather or sone other
type of enmergency situation. In these instances, OPM may

aut hori ze an Aadjusted work dism ssal@ policy or an Aadjusted hone
departure@ policy. The Aadjusted work dism ssal@ policy permts
Federal workers to |leave work early, and it replaces both the
Aresi dential zone dism ssal@ plan and the termAearly di sm ssal (.

The Aadj usted honme departurel policy permts enpl oyees to
purposefully report to work late, and it replaces the term
Adel ayed arrival .

In both of the above policy situations, the tine period an

enpl oyee will be excused fromwork wll be guided by his or her
normal departure tinmes fromwork or hone. For exanple, if an
enpl oyee works from8:00 a.m to 5:00 p.m and OPM announces an
adj usted work dism ssal of 2 hours, that enpl oyee would | eave
work at 3:00 p.m If OPM announces an adjusted honme departure of
2 hours, the sane enpl oyee who would nornally | eave hone at 7:00
a.m would now | eave hone at 9:00 a. m

The former policy for early dismssal depended upon the |ocation
of workers:= hones, rather than their work hours.

Facilities outside the Beltway may prefer to develop their own
pl ans, since they normally are subject to different energency and
traffic conditions than those inside the Beltway.

Any reference to AOPDIV@ in this Instruction now includes AHCPR
ATSDR, CDC, FDA, HRSA, IHS, NIH, SAVHSA, the Ofice of the
Secretary, the Program Support Center, HCFA, ACF, and AoA

This issuance is effective imediately. Inplenentation of this
i ssuance nust be carried out in accordance with applicable
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policy, regulations, |laws, and bargai ni ng agreenents.

Filing Instructions:

Renove superseded material and file new material. Post receipt
of this transmttal to the HHS Check List of Transmttals and
file this transmttal in sequential order after the checked Iist.

Evelyn M Wite
Deputy Assistant Secretary for
Human Resources, OASMB
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TEMPORARY CLOSI NG OF WORK PLACES AND TREATMENT OF ABSENCES
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Exhibit 610-3-A Tenporary C osings Inside the Wshington
Capi tal Bel tway

Exhi bit 610-3-B Treatnent of Absences and Charges to Leave
610- 3- 00 PURPCOSE

This Instruction sets forth the Departnent's policy and procedures
concerning tenporary closings of the work place and treatnent of
absences during these cl osings.

610- 3- 10 COVERACE

All  enployees who are subject to the |eave provisions under
Subchapter 1, Chapter 63, 5 U S. Code, are covered by this
| nstruction.

610- 3- 20 REFERENCES

U.S. Code, Chapter 61 (law - hours of work)

5 U S. Code, Chapter 63 (law - | eave)

5 CFR, Part 610, Subpart C (regulations - admnistrative
dism ssals of daily, hourly, and piecework enpl oyees)

5 CFR, Part 630 (regul ations - absence and | eave)

HHS I nstruction 630-1 (|l eave and excused absences)

OPM Menorandum for Directors of Personnel (CPM 97-2), dated
January 21, 1997

mTmo Owx

610- 3- 30 DEFI NI TI ONS

For purposes of this Instruction, the followng terns have the
meani ngs i ndi cat ed:

A.  Adjusted Hone Departure - Permts enployees to | eave their
homes later than their normal departure tinmes. For exanple,
i f OPM announces that an "adjusted hone departure"” policy is
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in effect and enpl oyees should delay their nornal departure
time for 2 hours, enployees who normally |eave for work at 7
a.m would delay departure until 9 a.m Enpl oyees who arrive
late will be excused wi thout |oss of pay or charge to | eave.

| ndi vi dual s desi gnated as energency enpl oyees are expected to
report to work on tine.

B. Adjusted Wirk Dism ssal - Permts enployees to | eave work
early relative to their normal departure tines. For exanple,
if a 3- hour early dismssal is authorized by OPM as a result
of inclenment weather, enployees who would normally | eave work
at 5 p.m wuld be authorized to leave at 2 p.m |Individuals
desi gnat ed as energency enpl oyees are expected to renai n at
work until their schedul ed tinmes of departure.

C. Aternative Wirk Schedul es (AW5) - Wirk schedul es ot her than
designated fixed work schedul es. For purposes of this
Instruction, this definition also includes flexitine and al
ot her variations. For enpl oyees on gliding schedul es,
adj usted hone departure would typically be based on the
enpl oyee' s nost typical or frequent hone departure tine.

Adj ust ed work di sm ssal would be based on the tine the
enpl oyee had planned to | eave work on that day had the
enpl oyee worked a full day.

D. Admnistrative Order - An order issued by an authorized
official that, in admnistrative or energency situations:

1. relieves personnel, except those identified as "energency
enpl oyees” to provide critical services, fromactive duty
and excuses their absences w thout charge to | eave or |oss
of pay; or

2. authorizes enpl oyees to take "unschedul ed" annual | eave

or, if they have no annual |eave, |eave w thout pay (LWOP).

(Where annual leave is permtted, the taking of

conpensatory tinme and credit hours is also authorized.)

E. Admnistrative Situations - Situations usually relating to
failure of building services (e.g., electricity, heat, air
condi tioning) or local unforeseen circunstances (e.g., fire,
broken water main, bonb scare) that require relieving
enpl oyees tenporarily fromactive duty on a |ocalized basis.

F. Disabl ed Enpl oyees - Enpl oyees who have nedical inpairnments
that adversely affect their nobility. These inpairnments can
be permanent or tenporary.
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G Energency Enpl oyees - Enpl oyees who have been desi gnated by

610-

managenent as necessary, during an adm nistrative or
energency situation, to performcritical functions.

Energency Situations - Situations that may result in comuting
del ays, prevent enployees in significant nunbers fromreporting
to work, or necessitate the closing of several Federal
activities in the sane geographical area (e.g., heavy snow,
severe icing conditions, floods, earthquakes, hurricanes, air
pol | uti on, power failures, interruption of public
transportation).

Fi xed Work Schedul e - A work schedul e that does not change, has
speci fic beginning and ending times, and usually represents the
hours the work place conducts public business.

Tenporary G osing - The closing, in whole or in part, of a work
pl ace and the excusing of the enployees' absences for short
periods of tinme because of an enmergency or admnistrative
si tuati on.

Unschedul ed Leave Policy - A policy of allow ng generous use of
unscheduled leave so that enployees who truly find it
i npossi ble or unsafe to report to work or who arrive |late can
use annual |eave or LWOP wi thout receiving advance approva
fromtheir supervisors.

3-40 OFFI Cl ALS AUTHORI ZED TO | SSUE ADM NI STRATI VE ORDERS

Enmer gency Situations

1. Inside the Washi ngton Capital Beltway

See Exhibit 610-3-A for policy in this area.

2. Qutside the Washi ngton Capital Beltway

a. 1In general, the head of a work place (e.g., an OPDIV
Head, an Area Director of IHS; D rector of a Food and
Drug Adm nistration (FDA) District Ofice; or the
Regional Director, Ofice of the Secretary (0OS)) is
authorized to issue admnistrative orders.

b. In locations with several Federal installations, a
Federal Executive Board (FEB) or simlar association
of Federal agencies devel ops specific procedures to
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B

C.

assure equitable treatnent of all Federal enpl oyees
in the area. In such cases, the chairperson of the
associ ation usually issues admnistrative orders
t hrough the nmedia or through a "cascade" procedure
simlar to the one described in Exhibit 610-3-A

c. Qccasionally, there may be a wi despread situation
affecting several HHS work places and no central
heads of HHS installations |ocated in close proximty
to assure consistency. In those cases, heads of HHS
work places (e.g., an OPDIV Head, a Regional Director
for OS and a Director of an FDA District Ofice
| ocated in the same conmuting area) are expected to
consult with each other, so that Departnent enpl oyees
in simlar situations are treated in the sane nmanner.

Adm ni strative Situations

1. Inside the Washi ngton Capital Beltway

See Exhibit 610-3-A for policy in this area.

2. Qutside the Washi ngton Capital Beltway

Heads of work places (see 610-3-40A 2a above) are
authorized to issue admnistrative orders when they
determne that |ocal conditions prevent enployees from
wor ki ng or reporting to work. Heads of work places shal
devel op appropriate procedures for issuing and inplenenting
adm ni strative orders. They will also take steps, when
necessary, to assure that corrective actions are taken by
t he responsi bl e organi zati ons, such as the Ceneral Services
Adm ni stration, to correct the condition that caused the
emer gency.

Reporting |Issuance of Adm nistrative Orders

When an admi nistrative order is issued by the head of a work
pl ace or a local FEB or simlar organization, the head of the
work place nust report that fact through |ine managenent
channels to the head of the OPD V.

610- 3-50 PCOLI CY

A

If there is no announcenent, all enployees are to assune that
their work place will be open each regular work day regardl ess
of any conditions that may develop. They are also to assune



HHS | nstruction 610-3 Page 5
Per sonnel WManual
HHS Transmttal 97.3

that they are expected to report for duty on tinme and remain
through their scheduled work hours wunless they are on
previously approved | eave. Enployees working on shifts are to
operate on these sane assunptions, unless they are notified
that their specific shifts are affected.

B. Al enployees are expected to report to work and depart from
work at their regularly scheduled tines in spite of weather
conditions and traffic and transportation di sruptions, unless
an admnistrative order is issued by an authorized official.
Each enpl oyee i s expected to take whatever steps are necessary
(e.g., leaving hone early or using public transportation rather
than a personal car) to cope with disruptive conditions.

C. The authority to close the work place is to be used sparingly
and only for short periods of time not exceeding three
consecutive work days. |If it beconmes necessary to extend that
period, the extension nust be approved at a higher Iine
managenent | evel.

D. Sound nanagenent judgnent nust always be exercised in
determ ning when to close, howlong to remain closed, and how
much excused absence to approve. Al t hough the Departnent’s
unscheduled Ileave policy is encouraged during energency
situations, decisions in individual cases may vary dependi ng on
the specific circunstances in each case. Following are a
coupl e of exanpl es:

1. It is not inequitable to excuse one group of enpl oyees from
work prior to the normal tine (or to all ow excused absence)
because of a localized situation and not neke the sane
provision(s) for other groups who are not simlarly
af f ect ed.

2. It is not inequitable to excuse the absence or approve the
| eave of an enployee for nore than the nunmber of hours
general ly approved for other enployees if the individua
circunstances warrant it and the sane treatnent is accorded
ot her enployees in the sane circunstances. This is
particularly applicable in the treatnent of disabled
enpl oyees but may be applicable to other enpl oyees as well.
(See 610- 3-50H bel ow.)

E. Annually, officials authorized to issue adm nistrative orders
shoul d advise all enpl oyees under their jurisdiction about how
closings will be handled due to enmergency or adm nistrative
situations. These annual notices should include the follow ng
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i nformati on:

1. What constitutes an official announcement

2. When possible, which television and radio stations wll
i ssue official announcenents

VWhat hours constitute the fixed work schedul e
How shifts will be handl ed

How enpl oyees wor ki ng AW5S hours are affected

o 0k~ w

Usual wordi ng of announcenents and what that wordi ng neans

7. Anything else that wll help them know what to do when such
si tuations occur

Exhi bit 610-3-A describes the procedures and nedia announcenents
used inside the Wshington Capital Beltway, including OPMs
Wrl dwi de Wb site. Authorized officials outside this area nmay use
t hese procedures as guidance for the kinds of procedures they need
to develop in their own work pl aces.

F. Admnistrative orders may be issued orally but nust be
confirmed in witing to provide docunentation and to justify
excusi ng absences.

G Wen energencies arise based on admnistrative orders that
requi re adjusted hone departures, enployees are expected,
nevertheless, to arrive according to the requirenents of the
adm nistrative orders and their assigned schedul es. Higher
I i ne managenent approval is usually required to excuse
tardi ness | onger than that authorized by the adm nistrative
order.

H. In emergency situations, supervisors should be aware that
individuals with disabilities have specific needs. The
enpl oyee may have different needs before, during, and after
i ncl enment weat her, dependi ng on environnental conditions both
in the air and on the ground. For exanple, snow renoval
equi pnent nmay nmake travel by nobility-inpaired individuals
even nore difficult by creating insurnountable snow drifts at
curb cuts. Individual enployees, even those with the sane
disability, may have different needs. Further, an enployee’'s
needs may change each tinme, even under simlar weather and
environnental conditions. Even seemingly ml|d weather or
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envi ronmental conditions could be hazardous to a person with
a disability.

During those tinmes when the "Washi ngton, D.C., Area Energency
D sm ssal or Cosure Procedures" are operative, enployees with
di sabilities should be dismssed as early as possible, rather
than at normal departure tinmes. In case circunstances exi st
that are not covered by previously determ ned agreenents,
supervisors should rely heavily on the feelings of enployees
with disabilities and be flexible when nmaki ng decisions. There
may be conditions or circunstances not related to weather that
could adversely affect persons wth disabilities. These
include, but are not limted to, unusually |arge nunbers of
peopl e bei ng di scharged at the sanme tinme, public transportation
energenci es, and police and safety energencies.

Management nust identify in witing individuals who are

desi gnat ed as energency enpl oyees to performcritical
functions and indicate the conditions under which they are
considered to be energency enpl oyees. Managenent wi || advise
t hese enpl oyees of their energency status annually. |If
managenent determ nes that a situation requires nonenergency
personnel to report to or remain at work, managenent shoul d
establish a procedure for notifying such persons

i ndi vi dual |y.

Cccasional ly, sone individual enployees nay face speci al
famly situations that will not be covered by an announcenent
in the nedia or on OPMs web site (e.g., when enpl oyees are
expected to report to work, but the schools opened | ate or
are closed). Managenent should notify enpl oyees of procedures
to be foll owed when this occurs and should be flexible and
under st andi ng as possible in approving | eave in these

si tuations.

610- 3- 60 EXCUSED ABSENCES AND CHARGES TO LEAVE

In general, when it is necessary for an official to issue an
adm ni strative order to close the work place tenporarily,

enpl oyee absences are excused. Exhibit 610-3-B describes a
variety of specific situations and their effect on charges to
| eave. O ficials nust recognize that when they issue

adm ni strative orders authorizing an unschedul ed | eave policy
during tenporary energency situations, they are authorizing al
enpl oyees, except those designated as energency enpl oyees, to
take annual |eave or LWOP wi thout prior approval fromtheir
supervisors. \Wile enployees should call, if possible, to



HHS | nstruction 610-3 Page 8
Per sonnel WManual
HHS Transmttal 97.3

resol ve any doubt about their intentions to report for duty,
supervi sors may not deny that |eave once an adm nistrative order
policy has been issued. Therefore, authorized officials should
be sparing in issuing admnistrative orders that permt the
taki ng of annual | eave or LWOP during tenporary energency
situations.
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Exhi bit A - TEMPORARY CLOSI NGS | NSI DE THE WASHI NGTON CAPI TAL

A

BELTWAY

Enmer gency Situations

An early work dismssal, late work arrival, excused tardiness,
| eave, and closure based on energency situations (usually
hazardous weather) for Federal organizations and enpl oyees
inside the Washington Capital Beltway are permtted only as
aut hori zed by the Ofice of Personnel Mnagenent (OPM.

1

Adj usted Wrk Dismssal - If this decision occurs during
work hours, official notification for this Department wl|l
be communicated by OPM to the Imediate Ofice of the
Deputy Assistant Secretary for Human Resources through the
| nt eragency Advisory G oup. Such decisions wll be
communi cated to the nedia by OPMs Director of Public
Affairs. Information will also be nade avail able on OPM s
Wrld Wde Wb site at http://ww. opm gov.

a. |Imediately upon receipt of official notification from
OPM the Deputy Assistant Secretary for Human Resources
will notify the Personnel Drectors of all the

Qperating Divisions (OPDVs) of the nunber of hours
aut hori zed for adjusted honme departure or adjusted work
dismssal and remnd themthat each organi zation and/ or
OPDIV |ocated outside of the beltway my dism ss
enpl oyees in accordance with its own policies. The
Per sonnel Directors wll make sure that their
organi zations are informed. This is known as the
"cascade" procedure. Oganizations can contribute to
the effectiveness of the Departnent's "cascade”
operation by the foll ow ng actions:

(1) Holding calls to a mninmum before official
notification is received

(2) Assuring enployees that they will be notified as
soon as possible

(3) Issuing a supplenental nenorandum extendi ng the
"cascade" operation through their organizations

b. In regard to dism ssal procedures anong OPDI Vs:

(1) The "Washington, D.C., Area Energency D sm ssal
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2. Dur i

or Closure Procedures" becone operative during
wor k hours for those enpl oyees whose work

| ocations are inside the Washi ngton, D.C.
Capital Beltway. Enployees covered by these
procedures di sm ssed according to their nornmal
departure tinmes fromwork and hone.

(2) When OPDI Vs inside the Washington Capital Beltway
are notified during the work day that an adjusted
wor k di smssal is authorized, the enployees at
t hose work | ocations, except those designated as
energency enpl oyees, may all be dism ssed at
their normal departure tinmes to mnimze
di sruption of the highway and transit systens, or
OPDI V Heads outside the beltway may establish
sonme ot her dism ssal plan that is appropriate for
accommodating the energency and traffic
conditions at their organization |ocations.

Requests for exceptions to the "Washington, D.C., Area
Emergency Dismssal or Cdosure Procedures” wll
generally be considered only if there are unique
factors that may require deviation fromthe procedures,
e.g., considerable variance in weather conditions or
di sm ssing enployees at a tine nuch earlier than that
aut horized by OPM The latter will be considered on a
case-by-case basis. Such requests should be directed
by the Head of the appropriate OPDIV or his/her
designated representative) to the Deputy Assistant
Secretary for Human Resources. The request wll be
reviewed in light of the basic OPM decision and, if
warranted, the Deputy Assistant Secretary for Human
Resources may grant the dism ssal request.

ng Non- Wr k Hours

If an energency arises before the work day begi ns, OPM
wi Il provide one of the foll ow ng announcenents to the
medi a by 6:00 a. m whenever possi bl e:

(1) "Federal agencies are open; enployees are expected
to report for work on tine."

(Means Federal agencies will open on tinme, and
enpl oyees are expected to report for work as
schedul ed.)
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"Federal agencies are operating under an
unschedul ed | eave policy; enployees may take
| eave W thout prior approval."

(Means Federal agencies wll open on tine, but
enpl oyees not designated as "energency enpl oyees”
may take annual |eave or LWOP w thout the prior
approval of their supervisors. Enpl oyees shoul d
informtheir supervisors of their intentions.

I ndi vi dual s desi gnated as "energency enpl oyees” are
expected to report for work on tine.)

"Federal agencies are operating under an adjusted
honme departure policy. Enployees are requested to
| eave hone ( ) hours later than their normal
departure tine."

(Means Federal agencies wll open on tine, but
nonener gency enpl oyees shoul d adjust their nornal
home departure tinme consi st ent wth t he
announcenent, and nonenergency enployees who
arrive late will be excused w thout |oss of pay or
charge to |eave. For exanple, if an enployee
normal ly | eaves for work at 7 a.m and is directed
to delay departure for 2 hours the comuter woul d
not |eave for work until 9 a.m The enpl oyee
woul d be granted excused absence fromthe tinme he
or she normally arrives at work until the tinme he
or she actually arrives at work.

| ndi vi dual s designated as "energency enployees”
are expected to report for work on tine.)

"Federal agencies are operating under an adjusted

honme depart ur e/ unschedul ed | eave policy.

Enpl oyees are requested to |eave home () hours
|ater than their normal departure tinme, and
enpl oyees may take | eave w thout prior approval."”

(Means Federal agencies wll open on tine, but
nonener gency enpl oyees shoul d adjust their nornal
home departure tinme consi st ent wth t he
announcenent, nonenergency enployees who arrive
late will be excused wi thout |oss of pay or charge
to leave, and individuals not designated as



Exhi bit 610-3-A - TEMPORARY CLOSI NGS | NSI DE THE Page 4
WASHI NGTON CAPI TAL BELTWAY
HHS Transmttal 97.3

"enmergency enployees" may take annual |eave or
LWOP without the prior approval of their
supervi sors. Enmpl oyees should inform their
supervisors if they plan to take annual | eave or
LWOP. I ndi vidual s designated as "energency
enpl oyees"” are expected to report for work on
tine.)

(5) "Federal agencies are closed.™

(Means personnel not designated as "energency
enpl oyees"” are excused from duty w thout |oss of
pay or charge to | eave. Individuals designated as
"enmergency enployees" are expected to report for
work on tine.)

b. If the Departnent's dism ssal or closure announcenent
differs fromOPMs, the Deputy Assistant Secretary for
Human Resources (or a designee), wll notify OPMs

O fice of Communications of this fact at (202) 606-
1800, FAX (202) 606-2264, or Internet email oc@pm gov.

C. Admnistrative Situations

Heads of work places inside the Washi ngton Capital Beltway may
authorize tenporary closings, adjusted hone departures,
adj usted work dism ssals, and/or taking of |leave to cope with
adm ni strative situations through procedures devel oped at the
wor k pl ace. Oficials issuing admnistrative orders wll
report those closings through their |ine nmanagenent channels to
the head of the appropriate OPDIV. The head of the OPDIV w ||
notify the Deputy Assistant Secretary for Human Resources.
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Exhi bit B - TREATMENT OF EXCUSED ABSENCES AND CHARGES TO LEAVE
When the work place is closed tenporarily because of an energency
or an admnistrative situation, the table bel ow shows how to charge

| eave or excused absences.

. If an adjusted work dism ssal policy is announced during work

hours. . .

AND t he enpl oyee is... THEN t he absence is charged
to...

at work at the tinme of excused absence, even if the

di sm ssal . enpl oyee was schedul ed to take
| eave later in the day.

on approve | eave but is t he approved | eave up to the

expected to return to work time of dismssal and excused

after the announcenent of an absence foll ow ng the

adj usted work dism ssal policy | enployee's authorized

but before his or her departure tine, even if the

aut hori zed departure tine. enpl oyee is schedul ed to take

| eave later in the day.

Exanpl e: Enpl oyee usually
works 8:30 a.m to 5:00 p.m,
takes 4 hours of annual |eave
from8:30 am to 12:30 p. m

A stormcl oses the work place
at 11:30 a. m

The enpl oyee is charged 3 (not
4) hours of annual |eave from
8:30 aam to 11:30 a.m and
excused absence from 11: 30
a.m to 5:00 p. m

is scheduled to report to work | annual |eave, sick |eave,
before the dismssal but fails | LWOP, or AWOL, as appropriate,
to do so. for the entire work day.
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AND t he enpl oyee is... THEN t he absence is charged
to...

at work when the closing tine | eave or LWOP only fromthe

i s announced and goes on time the enployee left until

approved | eave before the tine | the announced dism ssal tine

is set for dismssal. and excused absence for the

rest of the day.

Exanpl e A: Enpl oyee usual |y
works from8:30 a.m to 5:00
p.m and is told at 9:30 a. m
that the work place wll close
at 11:30 a.m Enpl oyee
requests and goes on approved
annual |eave from 10:30 a. m
to 11:30 a.m and is on
excused absence for the rest
of the day.

Exanpl e B: Conditions simlar
to Exanpl e A except the reason
for requesting rel ease at
10:30 a.m is to avoid
hardship due to: (a) car poo
driver released earlier or (b)
younger children are rel eased
early from school, and no
alternate forns of child care
are avail able to the enpl oyee;
hence, the enployee is on
excused absence from 10: 30
a.m for the rest of the day.
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at work and | eaves before
official word of the pending
dism ssal is received.

| eave, LWOP, or AWOL for the
rest of the day.

Exanpl e: Enpl oyee works from
8:30 aam to 5:00 p.m, and
decides to | eave work at 9:30
a.m on approved | eave, LWOP,
or unapproved | eave. The

di smi ssal order is received by
t he agency after the enpl oyee
has left. The enpl oyee is
charged annual |eave or
carried in LWOP or AWDL st atus
for the rest of the day from
9:30 a. m

on approved | eave when
official dismssal is
announced and is expected to
be on | eave for the rest of

t he day anyway (this includes
enpl oyees on nmaxiflex credit
hours day off).

the I eave or maxiflex credit
hours the enpl oyee is already
on.

Exanpl e: Enpl oyee is on
annual | eave all of the pay
period. A stormcloses the

work place early on Tuesday.
The enpl oyee i s charged annual
| eave.

1. If the energency situation arises during non-work hours
and forces the work place to close for the entire day...

AND t he enpl oyee is..

THEN t he absence is charged
to...

schedul ed to work on that day.
(This includes enpl oyees who
arrive at work to discover the
work place is closed.)

excused absence.

Exanpl e: Enpl oyee is
schedul ed to work on Fri day.
Due to a storm on Thursday
ni ght, the work place is
cl osed all day Friday.
absence i s excused.

The
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on previously authorized paid
| eave (such as sick |eave,
annual | eave, or credit hours,
etc.)

excused absence.

Exanpl e: Enpl oyee is on sick
| eave when the work pl ace
closes for the entire day.
The enpl oyee' s absence is
charged to excused absence
(not sick |eave).

on maxi flex day off.

No absence is charged, since
t he enpl oyee was not schedul ed
to report to work.

on either LWOP or AWOL both
the day before and the day
after the day the work place
cl oses.

LWOP or AWOL, dependi ng on
whet her the enpl oyee is on
LWOP or AVWOL.

I11. If the energency situation arises prior to or early in the
wor k hours and excused tardiness is authorized..

AND t he enpl oyee is..

THEN t he absence is charged
to...

al ready at work.

not hi ng. Work hours are
reported as usual. No excused
absence i s necessary.

en route or still at home.

excused absence aut horized by
the adm nistrative order or
approved by | eave approvi ng
of ficial.

on approved | eave.

| eave the enpl oyee is already
on.

ADDI Tl ONAL PROVI SI ONS FOR AW5 EMPLOYEES

Enpl oyees on AWS are subject to the absence and | eave provisions

covered in the preceding pages of

this Exhibit. They are al so

subject to the foll ow ng provisions:

A.  Adjusted Work Di sm ssal

When an adjusted work di sm ssal

policy is authorized for a:
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B

C.

1

specific tinme, AW enpl oyees are dism ssed at the end of
their tour of duty or at the specific tinme, whichever is
earlier;

speci fic nunber of hours, AWS enpl oyees are di sm ssed that
nunber of hours earlier than the end of the specific tours
they are working that day.

Adj ust ed Hone Departure

1. Tardiness of AWS enpl oyees who do not revert to a fixed
schedul e during energencies is treated in accordance with
procedures established by the heads of their respective
wor k pl aces.

2. Tardiness of AW5 enpl oyees who are required to revert to a
fixed schedule during energencies is treated consistent
with that of enployees in the sane organi zati on who are on
a fixed work schedul e.

3. AWS enpl oyees who start work before the excused tardi ness
is authorized to work their regular tour-of-duty and do not
receive extra conpensation or credit hours for being on
duty earlier than other enployees whose tardiness is
excused.

Cl osure

1. AW enpl oyees whose tour-of-duty commence before the
cl osure of the work place is announced and who reported
to work prior to the tinme of the closure announcenent
return honme and do not receive conpensation or credit
hours for having conme to work.

2.  AWS enpl oyees on conpressed work schedules who are in a

schedul ed non-work day status on a day the work place is
closed are not entitled to another day off, any
conpensation, or credit hours for the closure day.




