This is an example of an employer information sheet or FAQ.

Introduction
At times, emergencies (such as severe weather, fires, power failures, earthquakes, etc.) can disrupt company operations. In extreme cases, these circumstances may require the closing of a work facility. In the event that such an emergency occurs, local radio and/or television stations will be asked to broadcast notification of the closing. 

Company Closings 

Employees may obtain broadcast information regarding the company’s status on WIL 92.3 FM beginning at 5:00 am. Employees’ immediate supervisor will attempt to notify them two hours prior to their scheduled start time. Employees can also call the Emergency Weather hotline at 555-555-5555.

The employee may use available PTO according to the PTO and Attendance policies during adverse weather when the company has not declared an emergency closing.

Failure to Report to Work
When the facilities are officially closed due to emergency conditions, the time off from scheduled work will be paid and will not require the use of PTO for the time off.

In cases where an emergency closing is not declared, employees must use Paid Time Off for any absence according to the Attendance policy.

Employees who are late or absent in cases where weather may be extreme may request available emergency paid leave according to the Attendance policy. Employees must call their supervisor for their approval first and must follow the Non-Exempt Employee Attendance Policy and the Paid Time Off Policy or the Exempt Vacation Policy to have such an absence considered an excused absence.

Policy

Although the company will make every effort to remain open for business on scheduled workdays, there may be instances where conditions make it impossible to do so. These include, but are not limited to, severe weather, declared state of emergency, utility disruptions, natural disasters and terrorist actions. In all cases employee safety will be the primary consideration. The following procedures will set forth employer and employee obligations regarding reporting to work, use of leave and pay issues when circumstances impact the organization’s ability to be open for business. 

Procedures

1. The company will follow the guidance, as reported on local news stations, related to the status of [designate local or federal government or, if preferred, local school district to rely upon for official guidance if the company does not wish to notify all employees of their status in some other way].

2. If [designated entity’s] offices are closed, the company will be closed.

3. If [designated entity’s] offices are open but with liberal or unscheduled leave, employees may use available vacation or PTO, if any, without prior supervisory approval. If no leave is available employees must report to work as scheduled.

4. If there is a declared state of emergency that prevents employees from being able to travel to work on a particular day, then the company will be closed. 

5. If [designated entity’s] offices are open, employees are expected to report to work on time as scheduled. Employees who fail to report to work will be considered to be out for personal reasons and will be granted unpaid leave on a full day basis for the first occurrence. Subsequent occurrences may subject the employee to consequences under the company’s attendance policy.

6. Non-exempt, hourly employees will be paid their regular pay for up to three full days of emergency closure pay per calendar year. If closures exceed three days per calendar year they will be considered unpaid leave unless an employee has accrued vacation or PTO leave they wish to use at that time. 

7. Non-exempt salaried employees will be paid their normal weekly salary for any workweek in which they perform any work at all. Should a closure result in no work being performed at all for a full pay week, no compensation will be provided, with the exception of the three paid days non-exempt, hourly employees receive per year.

8. Exempt employees will be paid their normal weekly salary for any workweek in which any work is performed. Given the nature of exempt jobs it is assumed that at least some work will continue (i.e. checking emails, voicemails, etc.) during situations where the office is otherwise closed. However, if that is not the case and a week passes where no work is performed, such individuals will also be deemed to be on unpaid leave.

9. In the event of a partial day closure all employees will be paid their normal pay for the day. This is true whether the closure is due to early closing or late opening in accordance with procedures specified above.

10. Employees who are late or who choose not to report to work when the office is otherwise open will be subject to the provisions of the attendance/tardiness policy.

11. The company reserves the right to make decisions regarding emergency closings that are believed to be in the best interests of the safety of all employees, even if the [designated entity’s] does not announce a closure of its own.

12. In the event of a company-designated closure, emergency contact information will be used to notify employees who are not at work at the time a decision is made. 

