DEPARTMENT OF DEFENSE
DEFENSE FI NANCE AND ACCOUNTI NG SERVI CE
DENVER CENTRALI ZED SI TE
DENVER, COLORADO 80279- 8000

DFAS- DE SOP 1400.1 January 2001

| NCLEMENT WEATHER POLI CY

Reference: Title 6, Code of Federal Regulations, Subpart C,
Adm ni strative Dismssals of Daily, Hourly, and Piecework
Enpl oyees, current edition.

1. PURPCSE. This Standard Operating Procedure (SOP) outlines
policy and procedures that apply when severe weather conditions
necessitate closing of, or delayed reporting for, the Defense
Fi nance and Accounting Service Denver Site and the Air Reserve
Personnel Center (ARPC), and includes guidance for |eave

adm nistration in those areas.

2. CANCELLATION. This SOP repl aces DFAS-DE 1400.1-R, Incl enent
Weat her Policy, March 1999.

3. APPLICABILITY. The policies and procedures herein apply to
the Denver Site, ARPC and all other tenant organizations within
the Denver Site.

4. POLICY. The DFAS-NDE Director for Adm nistrative Services
decl ares condition red; and after coordinating with the Denver
Site Director, determ nes whet her personnel, except those
designated “m ssion essential,” should be dism ssed. Condition
red is determned to be weather conditions so severe that early
di sm ssal or del ayed reporting of personnel or Denver Site
closure is warranted.

5. PROCEDURES. |f snow bl ow ng snow, ice, or current and/or
forecasted conditions create a situation where the streets in the
Denver/ Aurora netro area are not passable or conditions in the
par ki ng areas make theminpracticable for use, the follow ng
procedures will be used to determ ne whether or not personnel

will report to work or be authorized a delay in reporting:

5.1. At 3:30 a.m, the Denver Site contract guard on-duty w ||
(using the Energency Recall Roster) contact the individuals in
the order listed below until contact is nade:

5.1.1. DFAS-NDE Director for Adm nistrati ve Services
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5.1.2. DFAS-NC/ DE Chief of Center Support Division
5.1.3. DFAS-NM DE Chi ef of Support Services Division
5.1.4. DFAS- A/ DE Executive Assistant (A DE)

5.1.5. DFAS-A/DE Director (A DE)

5.1.6. DFAS-A/DE Deputy Director (A DE)

5.2. The individual contacted will contact the weather service
at (303) 639-7234 and obtain the follow ng information:

5.2.1. Current road conditions

5.2.2. Current condition of the parking areas

5.2.3. Forecasted weather for the next 6 and 12 hours

5.2.4. Any known statenents issued by the police

5.3. The individual will then decide if delayed reporting is
necessary. A decision to close the Denver Site should be nade
only if current and forecasted conditions warrant keeping
vehicles off netro streets. NOIE: Every attenpt should be nade
to have enpl oyees report for work; however, if a decision nust be
made, it is better to err on the side of personnel safety.

5.4. If a decision is mude to delay reporting or to close the
Denver Site, the follow ng actions should be taken:

5.4.1. Coordinate with the Denver Site Director or Deputy
Director.

5.4.2. Advise the DFAS-DNB/IN Director for Adm nistrative
Servi ces.

5.4.3. Initiate the Living D saster Recovery Pl anning System
(LDRPS) Energency Recal | Roster

5.4.4. Notify DFAS-DDC/ DE Communi cations. They will take
appropriate action to notify predeterm ned nedi a.

5.4.5. Using the LDRPS Energency Recall Roster, notify the
Denver Federal Executive Board Executive Director.

5.4.6. Notify the followng activities, fromthe LDRPS Energency
Recal | Roster, in the order |isted:

5.4.6.1. ARPC Commander (CC) or predeterm ned designee
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5.4.6.2. Defense Enterprise Conputing Center (DECC) — Detachnent
Denver Director or predeterm ned designee.

5.5. During duty hours, the follow ng procedure applies:
5.5.1. DFAS- N DE:

5.5.1.1. Coordinates with the ARPC Directorate of M ssion
Support (MS) on condition red, including departure tines; and
notifies the Denver Site Director and the DFAS-DNB/I N Director
for Adm nistrative Services to coordinate a recomended pl an of
action.

5.5.1.2. Notifies Denver directors, credit union, the Departnent
of Defense Inspector General, and other building tenants of
departure tines and building closure tinmes. These individuals
wWill, in turn, notify their personnel, including those working

ni ght shifts or other alternate work schedul es.

5.5.1.3. Notifies cafeteria nmanager of departure tines.

5.5.1.4. Calls Regional Transportation District (RTD) to
schedul e buses for early departure tines.

5.6. ARPC/Ms notifies the ARPC Comrander.
5.7. Public address announcenents are nade as appropriate.

5.8. Leave Administration. Goup dismssal of personnel

(wi thout charge to | eave) because of severe weather conditions
occurring outside regular duty hours is authorized in the Code of
Federal Regul ations.

5.8.1. Early Dismssal. Personnel who are in a duty status at
the time of early dismssal are excused wi thout charge to | eave.
Per sonnel who are absent on that day are charged | eave (as
previously approved), or remain off if it is a schedul ed day off
(conpressed work schedule or irregular shift).

5.8.2. Late Reporting.

5.8.2.1. Tardiness not in excess of 2 hours may be excused when
energency conditions devel op during non-working hours. The
decision is based on conditions devel opi ng during non-worKki ng
hours, which nmake it difficult for personnel to arrive at work on
time. This situation mght arise, for exanple, as a result of
snowst or ns, whi ch have nade roads treacherous and have del ayed
transportation. In such a situation, the supervisor may excuse
short periods of tardiness (usually up to 2 hours) w thout charge
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to |l eave. Tardiness of |onger periods may al so be excused

wi t hout charge to | eave in cases, which are personally reviewed
and aut hori zed, by higher |levels of nmanagenent. Annual | eave or
| eave wi thout pay should be charged for absences in excess of the
aut hori zed tardi ness unl ess managenent determ nes, after review
of the facts in each case that the absence nay be excused w t hout
charge to leave. Determining factors in this decision include

di stance between residence and place of work; node of
transportation nornmally used; efforts nmade to get to work; and
success of other personnel simlarly situated. Since the
flextime systemallows for sign-in between 6:00 a.m and 8: 30
a.m personnel should work their normal conpl enment of hours, if
possi bl e.

5.8.2.2. Denver Site personnel only. Requests to be excused in
excess of 2 hours require a witten request to the supervisor.
The supervisor sends the enployee’s witten explanation, with
appropriate comment, to the applicable director for approval. |If
the director determ nes, after a review of the case, that every
reasonabl e effort was nade to get to work, the absence may be
excused without charge to leave. If the director determ nes that
an enpl oyee has not nmade a reasonable effort to report for work,
t hat enpl oyee may be charged | eave.

5.8.2.3. Early Departure. Personnel are dismssed in groups
depending on their hours of work. For exanple, if early

dism ssal is declared at 1:00 p.m, which is 1 1/2 hours prior to
the end of the shift, all personnel are allowed to depart 1 1/2
hours prior to the end of the shift they are working at the tine
the declaration is nade. One and one-half hours are charged as
adm nistrative | eave. Personnel w shing to depart prior to that
are charged annual |eave or |eave wthout pay for the total

peri od of absence.

6. EFFECTIVE DATE. This regulation is effective inmedi ately.

/1 Si gned//
Law ence D. Grandi son, Jr.
Director for Adm nistrative Services
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