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Governor’s Inclement Weather Policy 12-01


1. The Adjutant General’s Department may temporarily suspend non-essential services under extreme, extenuating weather conditions.  Conditions warranting this rare action are: when highway travel is significantly compromised; efficient/effective clearing of roads is an urgent need and cannot be done without a major reduction in the level of traffic; that without that level of reduction in traffic, law enforcement/emergency vehicle responsiveness to accidents is seriously impaired; and when most employees traveling to/from work are in imminent danger of being stranded, stuck or involved in an accident.   A declaration should not be made in situations where the precipitation is such that it will just take extra time, caution and driving at slower speeds to travel to and from work.

2. The rare temporary suspension of non-essential services is done by an authorized Declaration of Inclement Weather.

· Shawnee County: Only the Governor of the State of Kansas or the Governor’s designee has the sole authority to issue a Declaration of Inclement Weather for Shawnee County.

· Outside Shawnee County: The Governor, The Adjutant General (TAG), or their designees may issue Declarations of Inclement Weather outside Shawnee County.  If a declaration has not been made by the Governor or Adjutant General and the worksite administrator/manager desires a declaration for their worksite, he/she must request and be granted approval for a Declaration of Inclement Weather from The Adjutant General’s Department prior to authorizing any Inclement Weather Leave for State employees.

· Exception: McConnell ANG:  “Non-essential” State employees will comply with emergency weather media announcements covering ‘non-essential’ military personnel. 

· Exception: Ft. Riley Military Base:  “Non-essential” State employees will comply with emergency weather media announcements covering ‘non-essential’ military personnel. 

3. Non-essential, benefits eligible (not 999-hour), employees not reporting for work, or not remaining at work, during an authorized designated inclement weather declaration will be placed on ‘Inclement Weather Leave’ in accordance with the procedures stipulated in this document. Employees are to remain available for contact by supervisors and other agency personnel.

4. Although an employee is designated as ‘non-essential’, if circumstances warrant, (a critical deadline, important meeting, an emergency, etc.) he/she may still be called to work.  In those rare cases the employee will be expected to report to work.  An employee who refuses to work may no longer use Inclement Weather Leave and may be subject to disciplinary action.

5. Essential employees who are scheduled to work and do not work must request to use their own leave. 

6. When a declaration has not been issued, employees not reporting to work, reporting late or leaving early due to weather conditions will be expected to use their accrued leave. The agency recognizes that employees have different comfort levels and abilities driving in inclement weather.  It also recognizes that some employees live significant distances from their worksites where weather conditions may be more severe. Therefore, to the extent possible, supervisors should approve employees’ request for leave in those situations.  At the discretion of the supervisor, employees may rearrange work hours within the same workweek to make up for those hours not worked.


1. ‘Essential’ employees are those employees designated by administration who are required to continue essential mission functions during hazardous weather conditions.

2. ‘Non-Essential’ employees are all other employees not defined as ‘essential’.

3. ‘Essential mission functions’ are those tasks which: a) are indispensable for the direct mission of the agency and/or unit, b) provide for the safety or security of persons and/or property, and/or c) for which delay in completing work tasks would not be feasible or prudent. 

1. Prior to requesting an Inclement Weather Declaration from the TAG or designee, worksite administrators/managers need to:

a) Take into consideration the mission of the worksite/office; the amount, kind and projected duration of precipitation; the location of the worksite; the condition of the area roadways and bridges surrounding the worksite; the expected duration of unsafe roadway conditions; general safety hazards; other large employers’ actions; perception of the public/taxpayers, etc.  Resources include: 

· Calling toll-free 1-866-511-KDOT (5368).
· Kansas’ road conditions website, http://www.ksdot.org/
· National  Weather Service - http://weather.noaa.gov/weather/KS_cc_us.html
b) Determine the following information: a) worksite(s) affected, b) staff affected, and c) the beginning and ending date(s) and the beginning and ending time(s)* of the declaration. *Could be any length of time; i.e. 30 minutes, 4 hours, all day, etc.
2. When worksite administrators/managers believe circumstances warrant a declaration of inclement weather they must request authorization by contacting the TAG’s primary designee, Chief of the Joint Staff, at (785) 274-1141 (Wk) or 817-2998 (Cell), or if unavailable, the back-up designee, State Human Resource Director, at (785) 274-1460 (Wk) or 250-6788 (Cell).

3. If approved, the authorized TAG designee will notify the Governor’s Office. The declaration must include the following information: a) employer identified as “The Adjutant General’s Department”, b) worksite(s) affected, c) staff affected, and d) the beginning and ending date(s) and the beginning and ending times of the declaration.

4. After contacting the Governor’s Office, notice of the authorized declaration is to be called into the agency’s State Human Resource Department at (785) 274-1460 or cell (785) 250-6788.

5. The declaration will be communicated by the most feasible means as pre-determined by each worksite and unit. (See attachment.)  This may include direct calls to employees at home, designated ‘Call in’ numbers, websites, calling trees, media outlets, etc.  The information will be placed on the TAG Website (http://kansastag.ks.gov/STATEHRO.asp?PageID=372) and on voice mails of the following phones in SHR (785) 274-1460; 1392 & 1391.
6. If at all possible, decisions as to temporarily suspending of non-essential mission functions should be made, and affected employees notified, 30-60 minutes prior to the employees scheduled work time.

7. Declarations made by the Governor and other entities, i.e. McConnell ANG commander, will be made directly to media outlets. Therefore, in those situations, non-essential employees may be aware of an Inclement Emergency Declaration much sooner than the Adjutant General’s Department administration.  Worksite managers should immediately call the Chief of the Joint Staff or the State Human Resource Director at the numbers above to inform them of any non-Shawnee County declarations.

8. Employee Timekeeping:

a) Non-essential employees who do not work during an authorized inclement weather declaration will code those hours on their timesheet as IWN (for non-exempt, hourly employees) and IWE (for exempt, salaried employees).  This Inclement Weather Leave begins at the effective time stated in the declaration unless otherwise notified.

b) Essential employees who are suppose to work and do not work must use their own leave.

c) Employees who work during an Inclement Weather Declaration will be compensated as usual.

d) Employees who had previously authorized leave (verbal or written prior to the declaration notice being effective) will not be affected and will use their leave as approved.  As a general rule during extreme weather conditions, ‘call-ins’ or e-mails left on a supervisor’s (or designee’s) phone or computer will be considered as having leave authorized. 

e) Individual exceptions to these procedures must be submitted for approval to the HR Director in a timely manner. 

 

Shawnee County - Essential & Non-Essential State Employees for Inclement Weather Declarations Chart

Shawnee County – Contingency Plan for Essential State Employees for Inclement Weather Declarations

Other Counties - Essential & Non-Essential State Employees for Inclement Weather Declarations/Contingency Chart
OPR: Director of State Human Resources


“Shawnee” County: Governor makes all declarations.

Essential and Non-Essential State Employees for Inclement Weather Declarations


Communication:  

	Worksite
	Unit
	Essential* Staff
	Non-Essential** Staff

	Headquarters
	Archives
	
	All

	
	Command Group 
	Adjutant General
	All others

	
	Comptroller
	
	All

	
	Emergency Mgmt
	Administrator & On-Duty Operations Officer
	All others

	
	Homeland Security
	
	All

	
	Human Resources
	Director
	Admin Spec’s

	
	Info Mgmt
	Network Administrator on SDO’s 
	Other user support staff.

	
	Public Affairs
	Director
	Asst. Public Affairs & Secretary

	
	Security
	All Resource Protection Officers
	Office Assistant

	DOFE
	Headquarters
	Military Construction Analyst
	All others

	
	Environment
	
	All

	
	Planning/Programming; Design/Project Mgmt; Resource Mgmt; Contracting Branch
	
	All

	
	Facilities Mgmt
	Maintenance, Trade, Custodial & Utility Worker staff at all facilities
	Energy manager & State Supply Mgr 

	
	GIS
	
	All

	
	Public Works
	All
	

	
	Security Sys
	
	All

	RSMS
	Surface Maint
	
	All

	
	USPFO
	
	All

	
	Warehouse
	
	All

	190th
	Civil Engineering
	All except (
	Real Property , Resource Adv & Off Mgr.

	
	Environment
	
	All

	
	Fire Dept
	All
	

	
	Security Police
	All Resource Protection Officers
	Office Spec

	AASF
	
	
	All


* Expected to report for work unless otherwise notified by supervisor or authorized designee.
**  Does not report to work unless work situation warrants and is notified by supervisor or authorized designee. 

“Shawnee” County

Contingency Plan for Essential State Employees for Inclement Weather Declarations
	Worksite
	Unit
	Essential Staff
	Contingency

	Headquarters
	Command Group
	Adjutant General
	Work via telecommunications equipment.

	
	Emergency Mgmt
	Administrator & On-Duty Ops Officer 
	Work via telecommunications equipment.

Ops Officer: Call in another trained staff member.

	
	Human Resources
	Director
	Work via telecommunications equipment.

	
	Info Mgmt
	Network Admin on SDO’s
	AGR or Techs. 

	
	Public Affairs
	Director
	Work via telecommunications equipment.

	
	Security
	All Resource Protection Officers
	Hold over or call in other shift RPOs’.

	DOFE
	Headquarters
	Military Construction Analyst
	a) Call in other State Employees

	
	Facilities Mgmt
	Maintenance, Trade, Custodial & Utility Worker staff at all facilities
	a) Work with less.

b) Call in other State employees.

	190th
	Civil Engineering
	Facilities direct maintenance staff.
	AGR & Techs.

	
	Fire Dept
	All
	a) Hold over or call in State employees.

b) AGR & Techs.

	
	Security Police
	All Resource Protection Officers
	a) Hold over or call in other shift RPO’s.

b) AGR & Techs.




“Other” Counties

Essential and Non-Essential State Employees for Inclement Weather Declarations/Contingency
Authority:  Governor, Adjutant General, Army Chief of Staff or State Human Resource Director. (Except: Active Mil. Installation Commanders) 
Communication:  

· All media announcements, other than those made by the Governor’s Office (or AMIC’s), must include “The Adjutant General’s Department” as the employer.  Announcements may also include the individual worksite name. 
· See Chart Below.  (Bolded used by the Governor’s Office.)

· State Human Resource Voice Mails: (785) 274-1391, 1392 & 1460;  (DSN) 83-720-8391, 8393 & 8460

	County
	Requestor
	Worksite
	Unit
	Essential* Staff
	Non-Ess**
	Radio
	TV
	Call-in
	Other/Contingency (C)

	Allen
	***
	KDEM
	
	
	All
	99.3 FM & 94.3
	
	
	

	Brown
	OIC
	Hiawatha Armory
	
	All


	
	93.7 FM
	
	
	Supv calls staff at home.

C: AGR & Techs

	Ellis
	***
	KDEM
	
	
	All
	99.5 & 103.3
	KOOD -9
	
	

	Ford
	***
	KDEM
	
	
	All
	KRPH
	KDCK-21
	
	

	Johnson
	***
	KDEM
	
	
	All
	All major
	All major
	
	

	Leavenworth
	OIC
	BCTC
	
	All


	
	
	
	
	Supv calls staff at home. 

C: AGR & Techs

	Reno
	OIC 
	Hutch Armory
	
	All


	
	
	
	
	Supv calls staff at home.

C: AGR & Techs

	Riley
	RSMS Manager 
	RSMS
	
	
	All
	KMAN 1350 AM

KJCK AM/FM
	KSNT-27

KTKA-49

WIBW-13
	239-8891,

239-0415 
	Calling Tree

	
	Facilities Manager
	CFTA
	
	All
	
	
	
	
	Supv calls staff at home.

C: a) Work with less

     b) AGR & Tech

	Saline
	OIC
	KSRTI
	
	All


	
	KSAL-AM

KINA-AM
	KAKE-10

KSNW-3

KWCH-12

WIBW-13
	
	Supv calls staff at home.

C: AGR & Techs.

	
	***
	Civil Air
	
	
	All
	
	
	
	Supv calls staff at home.

	
	OIC
	Smoky
	
	
	All
	
	
	
	Supv calls staff at home.

	
	***
	KDEM
	
	
	All
	
	
	
	

	
	KSRTI OIC
	CFMO-SAL-PW
	
	All
	
	
	
	
	Supv calls staff at home.

	
	KSRTI OIC
	RSMS
	
	
	All
	
	
	
	Calling Tree

	Sedgwick
	McConnell AFB Commander or Wing Commander
	184th
	Civil Eng
	All except  (

	Custodial

Real Propty

Eng Techs

Procurement
	KFDI AM/FM

KRZZ  FM

KSJM  FM


	KAKE-10

KSNW-3

KWCH-12
	
	Supv calls staff at home.

C: a) Work with less.

     b) AGR & Techs.

	
	
	
	Security
	
	All
	
	
	
	Supv calls staff at home.

	
	***
	KDEM
	
	
	All
	
	
	
	


OIC:  Officer-in-Charge

*    Expected to report for work unless otherwise notified by supervisor or authorized designee.

**  Does not report to work unless work situation warrants and is notified by supervisor or authorized designee. 

*** Follows declarations for the local Social and Rehabilitation Services (SRS) Office that will be announced on various local media outlets.

C – Contingency Plan
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TAG – State Human Resources Policy and Procedure





State Human Resource Voice Mails


(785) 274-1391, 1392, 1393 & 1460


(DSN) 83-720-8391, 8392, 8393 & 8460











Radio


WIBW  FM   97.3


KDVV  FM V100  VV100100.3


KMAJ  FM  107.7


WIBW  AM  580








Television


KSNT-27


KTKA-49


WIBW-13








Agency Website: 


� HYPERLINK "http://kansastag.ks.gov/STATEHRO.asp?PageID=372" �http://kansastag.ks.gov/STATEHRO.asp?PageID=372�








Bolded  used by the Governor.
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