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ADMINISTRATIVE LEAVE

SECTION 3: INCLEMENT WEATHER OR EMERGENCY CONDITIONS

A. New employees will be told of the installation/depot hotline number for inclement
weather or emergency condition as at new employee orientations sessions. All
employees will be notified quarierly on the hotline namber. The Employer will be
responsible for making sure the hotline is updated as necessary. Where there is no
hotline, the Employer will establish one. In cases where the installation is closed
during duty hours the Employer shall be responsible for notifying the employees that
the installation is closed and that administrative leave is authorized. When
administrative leave is authorized because of extreme weather conditions, breakdown
of cquipment, fires, floods, or other natural phenomenon, as authorized by applicable
regulations, all employees who report for work and whose services are not required,
will be excused on administrative leave.

B. When the Employer determines that employees are exposed to unsafe or unhealthy
working conditions which cannot be immediately corrected and which are likely to
result in illness or injury, the employee will either be assigned work in a safe and
healthy area or granted administrative leave,

C. Infrequent tardiness of short duration may be excused when reasons appear to be
adequate to the Employer. Normally, disciplinary actions will not be taken until the
employee has been warned that further tardiness could result in disciplinary action.
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