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 14 Mar 00

From:  Director, Human Resources Office, Jacksonville

Subj:   LEAVE/ADMINISTRATIVE DISMISSAL FOR CIVILIAN EMPLOYEES DURING ADVERSE WEATHER OR UNFORESEEN CONDITIONS

Ref:    (a) My ltr 12630 code 10 of 23 Jun 96

           (b) My ltr 12630 code 10 of 19 Jul 96

           (c) CPI 630 S3

           (d) Civilian Personnel Manual, DoD 1400.25-M, Sub-Chapter 610

           (e) Navy’s Guidance & Advice Memo #72

           (f) CNRSE ltr 7000 Ser N02F/0362 of 13 Apr 99

1.  By references (a) and (b), this office provided guidance to serviced activities concerning leave policy for civilian employees during periods of adverse weather. Both references and their guidance are hereby cancelled. 

2.  Unforeseen Conditions Affecting Portions of an Activity: Reference (c) provides that employees may be directed to use annual leave during conditions which cannot be foreseen such as power or equipment failure, weather conditions affecting only certain kinds of work but not the activity as a whole, etc. Generally whenever an activity decides to suspend certain work operations due to such conditions, the following rules apply:

     a.  In cases of interrupted or suspended operations, employees who cannot be assigned to other work will be required to use annual leave, advance annual leave, or leave without pay in all cases where 24 hours advance notice can be given. 

     b.  If 24 hours advance notice cannot be given, employees who cannot be assigned to other work must be placed on administrative leave for the remainder of the current shift and informed that they must use annual leave, advanced annual leave, or leave without pay for any subsequent continuous absence until they are notified to return to work. 

     c.  When neither 24 hours advance notice nor notice before the end of their immediately preceding shift is possible, employees who cannot be assigned to other work shall be excused and placed on administrative leave sufficient to cover the amount of their next scheduled shift. The employees will then be required to use annual leave, advanced annual leave, or leave without pay for any subsequent continuous absence required until they are notified to return to work. 

3.  Adverse Weather Conditions Affecting an Entire Activity: References (d) and (e) govern the release of civilian employees in connection with adverse weather conditions affecting an entire 
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activity. They allow for the use of administrative leave for group dismissals of employees in exceptional instances where working or commuting conditions are intolerable and the health of employees is endangered. Reference (f) provides the following guidance for activities in the geographic area covered by Commander, Navy Region Southeast (CNRSE):

“…..When events beyond the control of management or employees interrupt the normal operations of an activity, commanders may excuse employees for up to two consecutive workdays. When the circumstances continue to prevent employees from returning to work at the end of two days, commanders/commanding officers may authorize excused absences not to exceed three additional days. Commanders/commanding officers must ensure that group dismissals of employees in connection with extreme weather conditions are authorized only in exceptional instances where working or commuting conditions are intolerable and the health of employees is endangered. When it is anticipated that the need for additional excused absence exists, submit a request for a waiver to the five-day limitation through the chain of command to the Assistant Secretary of Defense, Force Management Policy….” 

4.  In the geographic area in which most of our serviced activities are located (southeastern U.S.), CNRSE has the authority to determine if an emergency exists and to assess the impact on civilian employees. Proposed decisions by an activity commander at variance with a CNRSE decision must be coordinated with the latter before a final activity decision is made to release employees due to adverse weather conditions.

5.  If you have questions concerning this matter you may contact your servicing labor relations specialist.








STEPHEN G. SCOTT

Distribution:

All activities serviced by HRO Jax

HRO Jax Charleston Office

HRO Jax Gulfport/Pascagoula Office

HRO Jax Key West Office
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