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Georgetown University

Main Campus, University Services, and Medical Center

Notification of “Emergency” Employee Status

And Inclement Weather Guide

Certain employees are designated “Emergency” or “Non Emergency” for the purpose of determining whether they must report to work on a day when severe weather conditions exist. Because many services provided by the University are required seven days a week on a twenty-four hour basis, the University makes every effort to remain open at all times.  Emergency employees must always report to work on time, regardless of weather conditions. Employees are designated as emergency employees because they are essential to the operation and maintenance of the University when inclement weather conditions exist.  An employee who has any question about his or designation should seek clarification from his or her immediate supervisor. 
You are designated as an “Emergency” employee.  You must always report to work on time in the event of severe weather conditions, whether the University is closed or not. 
When parts of the University are to be closed or the work or class schedule modified, the office of Public Affairs will contact television and radio stations.  Because the media generally abbreviates the information, all employees are encouraged to telephone the WEATHER LINE (202) 687-SNOW (202 687-7669). The message on the telephone weather line states the official status for the University (Main Campus including the School of Nursing and Health Studies, University Services, Medical Center and the School of Medicine).  However, you are expected to report to work as scheduled, regardless of the official status for the University.  

Please note that the Law Center’s inclement weather policy is independent of the Main Campus and Medical Center policies.  Announcements regarding the Main Campus do not apply to the Law Center.
_____________________________________
_____________ 
___________

Print Employee Name



Date


Dept. Number

Employee Signature
Human Resources Policy # 611 – Inclement Weather Guide
Remain Open – The weather line and media announcement will state: “Georgetown University is open.”

Liberal Leave – The weather line will state: “Liberal leave is in effect.  Day classes will begin at their normal time.  Designated emergency employees must report on time.”  All other employees must report up to two hours after their normal scheduled start time or may chose not to report to work. Employees who do not report to work may use their accrued paid leave for the time.  Employees who report within two hours of their normal start time will be paid for those hours.

Delayed Arrival – Should it be necessary to delay the start of classes or work due to weather conditions or other situations beyond our control, the weather line will state: “Georgetown University is open. Classes will begin at (time designated).  Non-emergency employees should report to work at (time designated), but they are expected to repost to work.  All designated emergency employees must report to work on time.”  If needed, the weather line will contain more detailed information about scheduling of classes on individual campuses.

Closure – The weather line will state, “Georgetown University is closed and classes are canceled.  Designated emergency employees must report to work.”  Medical and Nursing School students with essential clinical assignments are to report for duty.  Employees who are excused from work due to the closing will receive their regular compensation for the time lost due to the closing.
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