Inclement Weather Policy 
Sample Policy #1
Emergency Closings
Emergency Library closings will be authorized by the Director or Board of Trustees.  When changes in hours of operations are necessary due to emergency situations such as inclement weather or loss of utilities, the Director or other appointed person will notify department heads.  Staff members will be notified by their department heads.  

If the Library system remains closed for an entire day because of an emergency situation, all staff scheduled to work that day will be paid for the number of hours they were scheduled to work including any applicable shift differential.  If an emergency closing occurs during hours the library is open, employees will be paid for any remaining hours scheduled including any applicable shift differential.

If the Library system opens late due to an emergency situation, scheduled staff who report to work will receive credit for regular scheduled hours for that day including any applicable shift differential.  

When the Library is open, but extreme weather conditions make it impossible for an employee to arrive at the regular time, reasonable allowances for lateness will be made.  If the employee cannot report for work within a reasonable time, he/she can charge the day to vacation/holiday or leave without pay equal to their regular work schedule for that day.  The Library should be notified as soon as possible.  

If ____________________ County declares a Level 3 Emergency, the Library will be closed for the duration of the Level 3 designation.  Employees will be paid for the number of hours they were scheduled to work including differential.  If the Library is open but a staff member lives in a county that declares a Level 3 Emergency, he/she will be paid for the number of hours they were scheduled to work including differential and will not be required to use vacation/holiday time.  If the Level 3 Emergency is lifted during the day, employees will be notified as to whether to report to work. 

If the service hours in an individual department are interrupted for any reason, staff may be reassigned to another department, depending on system needs.  

Staff will notify the public and will post closing signs in the event the Library opens late or closes early.

Sample Policy #2
Inclement Weather

The Library acts to ensure the safety of its patrons and its employees during inclement weather.  All decisions to open late, remain closed or close early will be made by the Director in conjunction with the branch managers.  Decisions will generally rely on actual observed conditions rather than predictions.

Employee Absences

Employees will be contacted by their supervisor in the event there is any change to regular operating hours.  Unless contacted by a supervisor, all employees are expected to be on time for their regularly scheduled work period.

Staff who are unable to report to work due to weather related conditions should contact their immediate supervisor as soon as such a condition becomes apparent.  Employees who are unable to report to work when the Library is open must use Vacation Leave.

Compensation

If there is a deviation from the Library’s regular operating hours, employees will be compensated for their regular work hours at their regular rate of pay (without the use of Leave) for the time they were scheduled to work.  Employees who are scheduled off or who are on previously arranged Vacation Leave or Sick Leave will not receive any extra compensation.

Sample Policy #3
Extreme Weather/Emergency Conditions  

While it is recognized that the library has an obligation to maintain regular hours to the public, it is also recognized that there are emergencies which may necessitate closing all or part of a regular working day.  Decisions to close the library shall be made by the director, with the approval of one or more of the trustees.
In the event of severe weather conditions or other emergency conditions, employees shall be notified as to the state of operation of the library.  The director shall, if possible,    contact each employee by telephone. 

Employees shall be paid for the hours they would have worked had the library been, or remained, open.  Employees not scheduled to work, on sick leave, vacation, or other authorized leave shall not be paid for the closed period.

The public shall be notified of closings or changes in operating hours through announcements over the local radio.  The director is responsible for contacting the radio stations.

 (The above policy pertains to short-term closing of a week or less.  Should conditions require the facility to be closed for longer periods, the library board would render a decision based on the specific situation.)
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