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During a period of inclement weather, District closing will be announced via the district website and other
appropriate media as soon as possible. The district’s website www.kellerisd.net is the official site for such
information.

If the District is closed due to inclement weather, employees should not report to work unless directly
instructed to do so by his/her supervisor.

If the employee is not required to report for duty, he/she may use one of the following options to account
for his/her time, with supervisory approval:

Hourly Employees (260 day calendar)

Inclement weather makeup days are not built into the school calendar for 260 day calendar positions, i.e.,
custodial, maintenance and warehouse workers. Supervisors of these hourly employees may designate
another day in the same work week as a makeup day. Supervisors may also designate an additional work day
in a future 40-hour work week. As this will result in overtime, a full 8 hour make up day may not be
required to equate to the inclement weather day. If a day has not been designated as a make-up day,
employees in these positions may:

e Show the inclement weather day as a non-work day, and the employee will not be paid for that day.
e Show the inclement weather day as a leave day, if available.
e Show the inclement weather day as a paid vacation day, if available.

Hourly Employees (less than 260 day calendar)

Inclement weather makeup days may be built into the school calendar for hourly positions on a less than 260
day calendar, i.e., food service workers, crossing guards. If a calendar makeup day is available, the
employee may show the inclement weather day as a non-work day and later work a scheduled makeup day,
to ensure a full calendar is worked.

If a calendar makeup day is not available, the employee may take a leave day if available or show the
inclement weather day as a non-work day, and the employee will not be paid for that day.

Salaried Exempt and Salaried Non-Exempt Employees

Inclement weather makeup days may be built into the school calendar. If a calendar makeup day is
available, the employee may show the inclement weather day as a non-work day and later work a scheduled
makeup day, to ensure a full calendar is worked.

If a calendar makeup day is not available, salaried exempt and salaried non-exempt employees may:

e Use a day of comp-time, if available. Comp-time must be used before any other leave. [Comp-time
applies only to salaried non-exempt employees per Board policy DEA (LOCAL)]

e Take a leave day, if available. With supervisory approval, employees may make a modification to
their employee service calendar to show the inclement weather day as a non-work day and
designate another calendar day as a work day. If the additional work day results in more than a

DATE ADOPTED: 01/23/2007 1 of 2
LAST REVISION: 01/06/2014 ADDITIONAL POLICY CORRELATION:
CONTACT: Assistant Superintendent of Human Resources



https://pol.tasb.org/Policy/Download/1103?filename=DEC(LOCAL).html&title=COMPENSATION%20AND%20BENEFITS&subtitle=LEAVES%20AND%20ABSENCES
https://pol.tasb.org/Policy/Download/1103?filename=DEC(LEGAL).html&title=COMPENSATION%20AND%20BENEFITS&subtitle=LEAVES%20AND%20ABSENCES
http://www.kellerisd.net

KELLER ISD Key Strategic Priority: 4
ADMINISTRATIVE REGULATION Workforce
Leave - Inclement weather - Employee Makeup Day or Leave Procedures DEC(R1) DEC(R1

40-hour work week, this will result in overtime and a full makeup day may not be required to
equate to the inclement weather day.

If the decision is made to open the District despite the inclement weather or natural disaster, and an
employee chooses not to report to work, he/she will not be paid for the workday. The employee must
contact his/her supervisor to receive supervisor approval for the absence. Normal absent-from-duty
procedures apply and employees may elect to use a leave day or vacation day or non-work day or
comp-time, if available and approved by his/her supervisor.

Partial Day Absence - If the Superintendent or designee determines that there is justification to open the
district later or close the district earlier than the normal work hours, the highest ranking officer may
release all “non critical” staff. Administrative leave will be authorized to cover the period of non-work
during that calendar day. Employees must have highest ranking officer approval prior to arriving late or
leaving early to qualify for administrative leave. Any unauthorized absence will follow normal
absent-from-duty procedures. Principals and/or highest ranking officer will make a determination of critical
staff based upon the needs of the campus/department.

Employees on approved Medical Leave
An employee may be on an approved medical leave (FMLA/Temporary Disability) during a period of
inclement weather or natural disaster. During a period of inclement weather or natural disaster, an
employee on approved leave is considered not willing and able to report to work. Therefore;
1. To be paid for the inclement weather or natural disaster days, the employee must use available
leave. If no leave is available, inclement weather or natural disaster days are docked.
2. The inclement weather or natural disaster days will be included in the tracking of available
approved leave.
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