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Natural Resources Conservation Service

phone (509) 323-2900

316 W. Boone Ave. Suite 450

fax (509) 323-2909

Spokane, WA 99201-2348



web site www.wa.nrcs.usda.gov



                                                                                          Date:  December 14, 2009
WASHINGTON BULLETIN WA360-10-4

Subject:  PER – Leave – Hazardous Weather
Purpose:  To clarify hazardous weather policy for NRCS - Washington employees

Expiration Date:  September 30, 2010

NRCS management in Washington State will deal with hazardous weather conditions and consider the safety and welfare of our employees in the following manner:

If hazardous weather conditions for the office develop during business hours (7:30 a.m. – 4:00 p.m.):

If hazardous weather conditions develop during normal business hours, the lead person for the office in question (e.g., Area Conservationist, District Conservationist, Resource Conservationist, or acting) will review of the current conditions and potential for increasingly hazardous weather.  Consultation will occur with other federal agencies within the same building to determine concurrence.  At that point, approval must be received from the higher level supervisor than the office in question (e.g. Area Conservationist, State Conservationist, or their acting).  Consideration should be given to issuances by the police, highway patrol, city and county authorities.  Decisions on office closure or early dismissal will be announced directly to agency staff.  Prior to a decision of early dismissal or office closing, if employees feel the conditions for their drive home are too hazardous for them to stay at work, they may request use of annual or credit leave from their supervisor following normal procedures to leave early.

If hazardous conditions develop during non-business hours (4:00 p.m. – 7:30 a.m.):

If weather conditions become hazardous during non-business hours the lead person for the office in question (Area Conservationist, District Conservationist, Resource Conservationist, or acting) will review the current conditions and potential for increasingly hazardous weather.  Consultation will occur with other federal agencies within the same building to determine concurrence.  At that point, approval must be received from the Area Conservationist, State Conservationist, or their acting.  Consideration should be given to issuances by the police, highway patrol, city and county authorities.  A determination of office closure or delayed office opening will 
be made prior to 6:00 a.m., if possible.  If the office is closed or has a delayed opening, the supervisor will send a voice mail to all employees’ telephone extensions in the office affected, and possibly try to contact the individuals directly as well.  All employees should provide a current home or cell contact number to their supervisor. 

If telephone calling trees have been established, office heads and supervisors may implement that method of notification.  If the State Office is affected, the notification will be placed on the State Office Weather Line (509-323-2943) which will be updated by 6:00 a.m.  Note that this number is subject to change.

The standard policy is that if the roads are passable, then NRCS offices will be open.  However, supervisors will follow a liberal leave policy (approval for use of annual, credit, or compensatory time) when an employee feels that road conditions are too hazardous to chance a commute to the office.  Closure of an office will generally occur only if conditions are so extreme that law enforcement agencies are urging everyone except emergency personnel to stay off the roads.  

How to code your time:

If the decision to close or delay opening of an office is made prior to the start of the workday, according to the NRCS General Manual, employees will be granted administrative leave for the entire day, even if conditions improve and even if they are on scheduled leave.  In this case, your normal work hours should be coded as Other Leave – Admin in the WebTCAS system.  If the office closes during the business day and employees are dismissed early, the portion of your normal workday hours that you were absent should be coded as working hours and you should note in the comments the time period that was “excused absence due to early dismissal.“ However, employees who are on leave and are not scheduled to return to work that day shall be charged leave to the end of the workday.    

The primary notification mechanisms for office closures are your office voice mail and the NRCS State Office Weather Line.  If your office does not have voice mail, then the supervisor or acting will call the employee directly. 

A. STEFAN FECHTER

State Administrative Officer
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