PERSONNEL ADMINISTRATIVE POLICIES MANUAL EMERGENCY AND

Policy Number Date Issued
5.3 1 January 2004

Subject:

INCLEMENT
WEATHER
REGULATIONS

5.3

EMERGENCY AND INCLEMENT WEATHER REGULATIONS

A. Purpose - in accordance with City Code Section 2-18, the

city manager prescribes the following procedures to provide for the
effective implementation of the City’s inclement weather and
emergency condition regulation. Nothing contained in the
regulation is intended to limit, modify or abridge the general
authority of the City to impose additional and/or extraordinary
requirements of service upon its employees and work units, or any
of them, during periods of necessity or emergency.

B. Definitions:

1. ALPHA Personnel — City employees who, except
when specifically exempted, shall continue to perform their
assigned duties regardless of existing severe inclement
weather or emergency conditions.

2. BETA Personnel — All City employees not designated
as ALPHA personnel.

3. Inclement Weather Conditions — Shall include but not
be limited to such natural weather conditions as snow,
storms, hurricanes, tornadoes, floods, and/or the imminent
anticipated occurrence of such conditions.

4. Emergency Conditions — Shall include but not be
limited to such occurrences as explosions, fires, major power
failures, major environmental occurrences or conditions of
such severity or magnitude that extraordinary governmental
action is necessitated in order to avoid immediate and
irrevocable harm to the public.

C. Predesignation of Job Classifications and Incumbents of
Positions within Job Classifications as ALPHA and BETA - in
order to facilitate response requirements and expedite
communications during emergency and/or inclement
weather conditions, all City job classifications and personnel
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holding positions in these classifications are to be
predesignated ALPHA or BETA. Such predesignation will be
made within ten workdays of the promulgation of this
procedure.

Department heads shall be responsible for predesignation of
ALPHA positions and ALPHA personnel under their direction; shall
post such designations in prominent places within their
departments; and shall notify each ALPHA employee in writing and
obtain a signed acknowledgement from each ALPHA employee of
such notification. Each department head shall also transmit a list of
all ALPHA positions in the department and the names of
incumbents of those positions to the Coordinator of Emergency
Services, the City Manager, the Director of Human Resources, and
the Direct or of Finance. Employee positions and names of
employees not appearing on such lists are by exception
automatically predesignated BETA employees. Employees shall be
informed of such automatic predesignations.

Predesignation of positions and personnel as ALPHA or BETA shall
not restrict or limit the authorit y of the City Manager or department
heads to call upon specific BETA personnel for services during
emergency/inclement weather conditions or to relieve ALPHA
personnel from services as necessary or advisable, in particular
instances.

D. Designation and Cancellation - emergency/inclement

weather conditions under these regulations will be designated and
cancelled only upon the order of the City Manager, or, in the
absence or disability of the City Manager, by a person authorized to
act in her place pursuant to the provisions of City Code Section 2-
33. Emergency/inclement weather condition designations are
automatically canceled at the end of each day. Announcements
will be made at the beginning of each workday if an
emergency/inclement weather status remains in effect.

The designation and/or cancellation of emergency/inclement
weather conditions will be communicated by written and/or verbal
messages and/or announcements, including those transmitted
through local news media, in a manner best calculated to reach the
maximum number of employees under the existing circumstances.

City employees will be responsible for monitoring local radio and
TV stations for announcements related to the designation and

Page 75 Revised 1/2004



lreams
Rectangle


SUBJECT: Emergency and Policy Number: 5.3 Date Issued
Inclement Weather Regulations 1 January 2004

cancellation of emergency/inclement conditions. An employee’s
failure to hear such announcements shall be the responsibility of
the employee, and an employee’s failure to act upon such
announcement may be considered dereliction of duty, and
disciplinary action could be taken by the department, division, or
bureau for lateness to or absence from scheduled work.
Announcements of the City’s work schedule during an emergency
or inclement weather conditions will be made through the major
radio and television stations.

When an emergency or inclement weather condition is designated
during normal working hours:

1. BETA per sonnel who, with the permission of their
supervisors, elect to leave their work site in order to be paid
for the period of absence will have to sign a leave card.
ALPHA personnel will remain on duty, or if scheduled for
duty will report at their usual reporting time.

2. Any emergency or inclement weather condition
designation is automatically cancelled at the end of an
employee’s normal workday. All personnel will report for
duty at the usual starting time of their next workday unless
the emergency or inclement weather condition designation is
continued.

When an emergency or inclement weat her condition designation is
announced during non-working hours:

1. Announcement of its designation will be made on
local radio and TV stations. ALPHA personnel will report to
work at the usual starting time of their workday. BETA
personnel may report or may elect not to report at their
option, except that such personnel are subject to a specific
call to duty pursuant to Section Il1l.C. BETA personnel
electing not to report for work shall notify their supervisors as
promptly as possible. Leave cards for such absences will be
submitted upon reporting back to duty.

2. If during the year the City Manager determines that an
emergency situation created by events such as a natural
disaster or weather conditions merits the modification or
suspension of basic City services, the City Manager is
authorized to take such action and provide paid emergency
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leave to non-essential personnel and additional appropriate
compensation or leave to employees required to work during
this period. Any such declarations made by the City manager
shall be immediately shared with the City Council.

E. General

Employees who are absent for the entire workday on leave
approved prior to the designation of an emergency/inclement
weather condition will have the leave charged to the originally
approved leave category.

Employee Exempt from Overtime Provisions of Fair Labor
Standards Act

Employees who are exempt from the overtime requirements of the
Fair Labor Standards Ac t (all classifications listed in Appendices B
and C of the Compensation Plan), regardless of Alpha or Beta
Status, will be treated the same for leave purposes as other
employees, provided, however, that if an exempt employee has
insufficient accrued annual leave to cover an absence under this
policy, there will be no deductions from such employee’s salary for
less than a full day. In the event of uncertainty as to whether an
employee is exempt, the Classification and Pay Section of the
Department of Human Resources should be contacted for
assistance.
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5.4 GUIDELINES AND PROCEDURES FOR BETA EMPLOYEES
ASSIGNED TO CITY OF NORFOLK EMERGENCY SHELTERS

A. Objective:

1. To set for the guidelines and procedures to be
followed by City employees who have been assigned to
operate emergency shelters due to the occurrence of a
natural or man-made disaster or sever weather condition.

Note: Shelter Manager duties are governed by a separate
policies and procedures document.

B. Who is Assigned:

1. All City of Norfolk BETA employees are assigned
emergency shelter duties. Employees will serve as shelter
personnel every alternate year (one year on and one year
off). While assignments will normally be for one year terms,
additional BETA employees may be called for duty in the
event of extended shelter operations.

C. Notification of Emergency Shelter Assignments - Emergency
Shelter as signments will be made and wiil remain in effect until
rescinded or changes are made in writing. The anticipated work
period will consist of 12-hour shifts. The City, however, reserves
the right to assign or reassign employees to shelters and to adjust
work periods as it deems appropriate based on need. Shelters will
remain open as long as warranted by the situation.

All Beta employees assigned to shelters will be notified in writing of:
1. Their shelter location

2. Their Shelter Manager's name, home telephone
number, and work telephone number

3. Their alternate Shelter Manager's name, home
telephone number, and work telephone number.

Page 78 Revised 1/2004



lreams
Rectangle

lreams
Rectangle

lreams
Rectangle


SUBJECT: Guidelines for BETA Policy Number: 5.4 Date Issued
Employees Assigned to City of 1 January 2004
Norfolk Emergency Shelters

All Shelter Managers and Alternate Managers will be provided with
the names, work telephone number, and home telephone number
of employees assigned to their respective shelters.

Department Heads will be provided with a list of employees and
their shelter assignment location.

D. Notification to Report to Shelter - employees will be given as much
advance notice to report for duty as possible based upon the
immediate or potential need to open shelters, as dictated by the
emergency situation.

E. Alert and Standby Procedures - in the event that emergency
shelters may need to be opened:

1. Shelter Managers or their designees will immediately
notify by telephone all their shelter employees to be on
standby and remain alert for further instructions.

2. Employees who are at work and receive notification to be
on standby should remain on the job until further information
is received from the Shelter Manager or until the close of the
normal workday.

3. Employees who are at home and receive notification to be
on standby may continue with planned activities, but must
notify their Shelter Manager if it is necessary to leave home,
and must provide the Shelter Manager with an alternate
telephone number where contact can be made. If an
alternate telephone number cannot be provided, the
employee must provide the Shelter Manager with an
appropriate time of return.

If employees have any uncertainty or any questions regarding
shelter openings, they should call their Shelter Manager. The
Shelter Managers will notify employees by telephone when the alert
is cancelled. Lack of notice will not be accepted as an excuse for
not reporting.

F. Report for Duty - when it is determined that shelters will definitely

be opened:
1. Shelter Managers will immediately notify shelter
employees of the specific time they are to report to the
shelter
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2. If notification to report for shelter is received during
the normal workday, employees may be excused from work
to take care of personal matters before reporting, time
permitting.

3. Employees with shelter responsibilities must inform
their supervisors prior to leaving work of the shelter
openings. Department Heads will be notified of the shelter
openings. When an employee has been notified to report to
a shelter, it is mandatory that he or she reports, and those
failing to report will be subject to disciplinary action.

G. Transportation - once an employee is notified to report for
duty, it is the employee’s responsibility to:

1. Arrange for transportation to and from the shelter

2. Immediately contact his or her Shelter Manager if it is
not possible to report for duty at the specified time, and
advise the Shelter Manager when he or she will be able to
report for assignment. The Shelter Managers will notify the
appropriate Department Head if employees do not report for
duty as specified.

H. Arriving at the Shelter - upon arrival at the shelter, each
employee:
1. Must immediately report to the Shelter Manager for

work assignment.

2. Must register for duty by completing the appropriate
American Red Cross forms. If the shelter is open for several
days, new American Red Cross form must be completed for
each day.

3. Must register any immediate family members who
have accompanied the employee to the assigned shelters
using the American Red Cross forms.

4. Must undertake the designated responsibility or
assignment. The Shelter Managers have the option to
change employees designated responsibilities as dictated by
the need.

Page 80 Revised 1/2004



lreams
Rectangle


SUBJECT: Guidelines for BETA Policy Number: 5.4 Date Issued
Employees Assigned to City of 1 January 2004
Norfolk Emergency Shelters

5. Must remain on duty until released by the Shelter
Manager.

l. Release from Duty and Closing of Shelters - only the Shelter
Manager or the Alternate Shelter Manager are authorized to
release em ployees from shelter duty. Upon release from duty by
the Shelter Manager or Alternate Shelter Manager, each employee
must do the following:

1. Before leaving the shelter, complete the American
Red Cross forms.

2. Check out any immediate family members who
accompanied the employee to the shelter using the
appropriate forms. If requested to return for another shift,
new American Red Cross forms must be completed. All
forms must be given to the shelter manager before leaving
the shelter.

J. Compensation - those employees called to duty shall be
compensated in accordance with the applicable City Code Sections
and the City’s Compensation Plan.

Employees not exem pt from the Fair Labor Standards Act (FLSA)
regulations called to shelter duty after their normal working hours
shall receive no less than 2 hours co mpensation, regardless of the
actual time spent at the shelter. For example, if a decision is made
to deactivate the shelter 55 minutes after an employee’s arrival
time, the employee will receive 2 hours compensation. Such
compensation shall not be considered payment for travel time, and
compensable time shall be computed from the time of an
employee’s arrival at the assigned shelter.

To be eligible to receive compensation, employees must:

1. Keep a daily record of time worked using the
appropriate forms.

2. Transmit all the completed official forms along with
the employee’s copy/copies of the American Red Cross
forms to the employee’s Shelter Manager for verification and
approval before leaving the shelter. The Shelter Manager
will return the verified forms to the employee’s supervisor
within four workdays of receipt.
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K. Exemptions from Shelter Assignment - exemptions from any
or all shelter duty, or for particular dates, may be grrnted only by
the City Manager or his designee for the following reasons:

1. Personal illness substantiated by a doctor’s written
medical statement, specifying the particular nature of the
illness which prevented the employee from carrying out
shelter responsibilities.

2. Employees on leave which was approved prior to
news of the condition or situation constituting emergency or
severe weather condition.

3. Child or relative living in the employee’s home with an
acute iliness or disability and the employee is the only
caregiver. This illness or disability must be substantiated by
a doctor’s written medical statement.

4. Pregnancy, when the employee provides a doctor’s
written statement that shelter duty would be physically
harmful.

Requests for temporary or permanent exemption from shelter duty

should be sent to the employee’s Bureau/Division Head, who will
submit the request through channels to the City Manager.
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