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The Institute for Social Research follows the University of Michigan’s Emergency Reduction in Operations Standard Practice Guide (SPG 201.27) regarding severe weather or other emergency situations, which encourages all employees to make a reasonable effort to report to work as scheduled.  Although it is extremely rare that the University declares an emergency reduction in operations, ISR recognizes that employees are sometimes unable to get to work due to the impact of severe weather conditions.  While employees should make reasonable efforts to report to work, employees should not jeopardize their safety in doing so.  The ISR Inclement Weather Guidelines is designed to provide direction in managing unscheduled requests, including recording time for payroll purposes, for time off due to severe weather.

Reporting to Work During Severe Weather Conditions
Employees who are unable to report to work due to severe weather conditions must provide notification following established unit protocol.  In such situations, employees are required to use accrued vacation time or excused unpaid time off for reporting their time, whichever is determined appropriate based on discussion with their supervisor.  

If weather conditions will create a delay in reporting to work, employees must follow established unit protocol for notification.  Employees who are delayed due to severe weather conditions but arrive within one hour of their regular work starting time, will be considered on-time.  For situations involving a delay beyond one hour, employees are required to make up the lost time during the same workweek, or use accrued vacation time or excused unpaid time off, as determined appropriate based on discussion with their supervisor.  

Remote Work:  
Employees working remotely should continue to work remotely under an emergency reduction in operations.  Employees who typically work on-site but are not critical during a weather-related emergency reduction in operations should also work remotely, if they are able to do so.  Employees who are not critical during a weather-related emergency reduction in operations and who cannot perform their jobs from home should not report to work.  They will not lose pay if they cannot work remotely during a short-term emergency reduction in operations.  Decisions to work remotely or use vacation time in non-emergency reduction situations (heavy snowfall, etc.) require supervisory approval. 

Departing from Work Due to Severe Weather Conditions
Employees who need to leave work early due to developing or severe weather conditions must receive prior approval from their supervisor, unless otherwise directed or approved by Center or Institute leadership.  Employees who receive approval from their supervisor, Center or Institute leadership to depart work due to severe weather conditions within one hour of their scheduled ending time, will be considered to have completed their shift.  For early departure beyond one hour, employees will be required to make up the lost time during the same workweek, or use accrued vacation time or excused unpaid time off, as determined appropriate based on discussion with their supervisor.

Time Off Due to School Closures
Employees who are unable to report to work in order to stay home to care for their children due to school closures brought on by severe weather will need to communicate their absence to their supervisor prior to the beginning of their regular work starting time and, in following with the University’s guidelines, will be required to use accrued vacation time or excused unpaid time off, as determined appropriate based on discussion with their supervisor.
ISR Emergency Action Plan
ISR Employees are strongly encouraged to read and familiarize themselves with the ISR Emergency Action Plan, as there are other recommended procedures to follow during severe weather conditions, as well as the University’s Emergency Reduction in Operations SPG 201.27.

While ISR obligations to sponsors and students, and commitment to our goals and mission are critical,
employee safety remains a top priority.  The ISR Inclement Weather Guidelines attempt to balance these factors and provide guidance to employees for informed decision making. 
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