Operating Policy No. 5415
Human Resources

INCLEMENT WEATHER 
Only the Puget Sound Educational Service District (PSESD) Superintendent or their designee has the authority to declare PSESD facilities closed when the region experiences extreme weather conditions.  We endeavor to support staff safety while balancing PSESD service delivery.  Worksite is open 
While employees scheduled to work at a worksite are expected to report to work at their regularly scheduled time, if the employee chooses not to go to work due to safety concerns, employees with an approved telework agreement in place and supervisor approval may telework.  Staff without an approved telework agreement in place may use annual leave or emergency leave in accordance with the provisions of the associated policies. Employees who do not work that day must record their normal work hours as annual leave or emergency leave, if available or applicable.

Worksite late start
Worksite late start is associated with a building closure due to inclement weather at the start of the workday and designed to allow staff to arrive safely at the work site.  Late start applies to staff that are scheduled to work with start times that begin before the late start time.  Staff work schedules impacted by the late start will be compensated for the hours associated with the late start.  
For example, if the worksite opens at 7:00 am and the site has a 2-hour late, the site will open at 9:00 am:

· An employee scheduled to start their workday at 7:00 am would start at 9:00 am and their shift would end at their regularly scheduled end time.  
· An employee scheduled to start their workday at 8:00 am would start at 9:00 am and their shift would end at their regularly scheduled end time.  
· An employee scheduled to start their workday at 9:00 am would start their regularly scheduled start time and their shift would end at their regularly scheduled end time.  

Worksite early closure
Worksite early closure is associated with a building closure due to inclement weather and is designed to allow staff to arrive home safely.  Early closure applies to staff with work schedules that end after the early closure time.  Employees with work schedules that end after the early closures will be paid through the end of their regularly scheduled workday. Staff work schedules impacted by an early closure will be compensated for the hours associated with the early closure.

For example, if the worksite usually closes at 5:00 pm and the site has a 2-hour early closure, the site will close at 3:00 pm:

· An employee scheduled to end their workday at 5:00 am would end at 3:00 pm.  
· An employee scheduled to end their workday at 3:00 pm would end their workday at 3:00 pm, their regularly scheduled end time.  
· An employee scheduled to end their workday at 2:00 pm would end at their regularly scheduled time.


Worksite closure
Staff should refer to the table below which provides a general overview of how the policy applies based on specific types of employees. Professional Support Association should consult the bargaining agreement for variances. Employees previously requesting annual, sick leave or other leave during “closed” days will not be required to record the hours as such. Instead, staff shall report this time as “office closed.”

	Employee Type
	Office or Work Site Closure
	Office or Work Site Open, but employee is unable to get to work due to weather/road conditions

	Full-Time & 
Part-Time year-round
	Record "office closed" on your Cost Allocation Form or,

Employees with approved telework agreements in place may telework with the approval of their supervisor or may be assigned to an alternative work location
	May use accrued vacation, sick (if ill) or emergency leave. 

Employees with approved telework agreements in place may telework with the approval of their supervisor or may be assigned to an alternative work location.

	School schedule
(applies to union and non-union)
	Employees who 
· work at a subcontractor worksite 
· drive a transportation route 
· work at a PSESD program site (Renton, Educare / ReLife / Tacoma, etc.) 
may be required to make up the day(s) on the day(s) that the center/site or supervisor schedules for its make-up day(s), be reassigned to an alternative work location, receive an alternative duty assignment, or attend professional learning. 
Makeup days must be completed prior to the end of the current fiscal year. Scheduling of such make-up time will be done in coordination between the employee and supervisor except when a center/site has determined its calendar make-up the days.
Employees must report make-up days by completing an Alternative Assignment form. Make-up days should be scheduled in a manner that does not result in overtime.
Employees with an approved telework agreement in place and supervisor approval may telework.
	The employee will work with their supervisor to make up the missed time if not reassigned to an alternative work location or an alternative duty assignment or they may use their accrued sick (if ill) or emergency leave. Record the applicable information on the requisite timesheet.
Employees with approved telework agreements in place may telework with the approval of their supervisor.
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