November 21, 2003
TO:
All Classified Employees

FR:
Jay Kenton, Vice President for Finance and Administration

RE:
INCLEMENT WEATHER PROCEDURES

When required by inclement weather, the University may be closed, opened late, or operationally curtailed.  It is also possible for only classes to be canceled or delayed, with offices remaining open.  A listing of the various possibilities is included on the reverse side of this notice.  Please note that in accordance with Article 66 of the SEIU contract, essential employees who are required to work during periods of closure or curtailment will be paid at the rate of time-and-one-half for all hours worked during such periods.

General procedures for notifying staff of curtailment or closure are as follows:

1. Voice Mail Message:  A voice mail message will be placed as early as possible on all campus (personal and department) lines having voice mail capability.  Employees should call this number directly.

2. Switchboard Message:  A message will be placed concurrently on the campus switchboard at 725-3000.  Employees who do not have a touch-tone telephone or who do not have a personal or departmental voice mail number should call this number.

3. Media Announcement:  PSU will post notification to the media’s emergency communications network which includes (but is not limited to) the news outlets:


      AM
                      FM                                          TV

___________
_____________________________
_______

KOAC
550
KPBS
89.9
KUPL
98.7
KATU
2


KEWS
620
KOPB
91.5
KWJJ
99.5
KOIN
6


KXL
750
KGON
92.3
KKRZ
100.3
KGW
8


KPDQ
800
KPDQ
93.7
KINK
101.9
FOX
12


KOTK
1080
KNRK
94.7
KKCW
103.3




KEX
1190
KXL
95.5
KKJZ
106.7
KEI
56


KBPS
1450
KISN
97.1


  (Spanish)


KFXX
1520
4. Supervisory Contact:  If the above methods do not result in notification by the expected time, an employee should contact his/her supervisor for direction.
Individual departments may choose to use supplemental notification procedures such as “telephone trees”.
Article 66 of the SEIU Collective Bargaining Agreement provides that employees who are directed not to report for work are authorized the optional use of accrued vacation, compensatory time, personal leave, or leave without pay during the period in which the employee’s work is curtailed due to the inclement weather or hazardous conditions.  This article also provides that, when the University is open, an employee reporting within two hours of the scheduled starting time can make up the lost time under specified conditions.

When inclement weather requires closure or curtailment of operations after the work day has begun, notification will be through the appropriate Vice President, Provost, or Dean.

INCLEMENT WEATHER POSSIBLE CLOSURE/DELAY SITUATIONS (AND VOICE MAIL RECORDINGS)

1. Closure of Entire University:  “Only employees directed to report for essential services may work.”

2. Cancellation of Classes/Open Offices: “All classified and administrative staff should report at their normal time, safety permitting.”

3. Cancellation of Classes/Late Offices: “All classified and administrative staff should report at the designated time, safety permitting.”
4. Late Classes/Open Offices:  “All classified and administrative staff should report at their normal time, safety permitting.”

5. Late Classes/Late Offices:  “All classified and administrative staff should report at the designated time, safety permitting.”

6. Cancellation of Evening Classes/Early Closure of University:  (Message tailored to meet situation and time.)
