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The following procedures shall apply during inclement weather situations and
supersede any Departmental Policy regarding inclement weather situations:

1 When the Director of the State Office of Emergency Management
(Superintendent of the New Jersey State Police), in consultation with key State
agencies, including, but not limited to, the New Jersey Departments of
Transportation, Treasury and Board of Public Utilities anticipate difficult weather
approaching, the Director of the State Office of Emergency Management (OEM)
will contact the Governor’s Office and apprise the Governor of the situation, If
the weather develops into a travel problem, the Governor may decide to take one
of three possible actions: 1) open State Offices late; 2) have an early release; or
3) excuse non-essential employees from reporting to work.

2. The above alternatives will apply only to non-essential State employees.
Essential employees should always report to work, regardless of inclement
weather situations. Any essential employee who fails to report to work shall be
charged the appropriate leave time. Essential employees who report to work have
no entitlement to any additional compensation or leave time for time worked on
their regular shift. It is incumbent on the Departments to continue to notify
employees that they are essential employees for purposes of inclement weather
situations.

3, When a determination is made by the Governor’s Office regarding an inclement
weather situation, this decision is conveyed to the OEM. If the decision requires
action, the OEM then notifies a number of people, including your Department’s
Emergency Management Coordinator.
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4. The OEM will provide notice to a number of radio stations (whose broadcasts
cover the entire State) announcing the State’s decision and will also attempt to
post any decision on the State’s website, www.state.nj.us. You may also receive a
recorded telephone message, at the emergency telephone number in your file,
advising you of any decision arising due to inclement weather that may affect
your work time. The website posting and telephone message (where applicable)
will relay late opening times or, in cases of partial closings for non-essential
employees, outline the specific geographic areas covered. Early morning
bulletins normally will be on the designated radio stations by 7:00 am. All
employees have received a list of these radio stations in a payroll message.

5. Your Emergency Management Coordinator should be able to reach you or your
designee at all times. The Coordinator should immediately notify you of any
weather decision made and should also have a communication plan in place to get
the word out to the rest of your employees.

6. In inclement weather situations, the Governor has the discretion to issue an
Executive Order proclaiming a weather emergency. Such issuance of an
Executive Order does not in and of itself result in a late opening for non-essential
employees, an early release for non-essential employees, or non-essential
employees not being required to report to work. Pursuant to the Executive Order,
the Governor may elect any or none of the three options listed. Unless one of the
options is chosen, and so expressed to non-essential employees through one of the
previously identified notification methods, all non-essential employees are
required to report to work.

i In instances where the Governor exercises none of the options, non-essential
employees may elect to utilize the appropriate leave time during inclement
weather situations. Such leave time shall be liberally granted during inclement
weather situations.

8. In the event of a declared late opening for non-essential employees, or an early
release of non-essential employees, or where non-essential employees are not
required to report to work, such employees will be paid for that day and will not
be charged leave time for that day or portion of that day. Non-essential employees
on leave or who utilize leave (pre-approved Vacation, AL, Sick, FMLA,
Furlough, PLB, etc.), for all or part of that day, shall not have their leave re-
credited or adjusted. Non-essential employees who do report to work, or who
work beyond the early release time (until their normal ending time), will not
receive any additional time off or payment of overtime.

9. In the event of a declared late opening, the State will announce a time that State
offices will be open. Non-essential employees who have a start time prior to the
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10.

11.

12.

late opening time will be allowed that additional time to arrive at work and shall
report to work at the announced time. If those non-essential employees do not
report to work that day they will be charged a full day of appropriate leave time.
For non-essential employees who have a normal start time after the late opening
time, they will not be afforded additional time to report to work and should report
at their normal start time.

Your organization’s Emergency Management Coordinator will also be the
individual first contacted in cases of an early release. Coordinators should wait
until they hear from the OEM before releasing their employees. The time and
staggering order of departmental releases are based on local road conditions and
the number of employees in the building. Until the roads are plowed and salted
there is no point in releasing employees; nor is there any point in simultaneously
releasing a number of major departments that share the same exit roads. You may
be adding gridlock if you let your employees leave early. Consequently, the
OEM will coordinate early release times.

Under certain State contracts, when an employee is unable to get to his or her
work site on a regular workday because of weather conditions, the absence may
be charged against appropriate leave time or compensatory time balances, if
available, and requested by the employee. The employee may also request that
the absence be recorded as “without pay”.

The State Colleges/Universities may individually determine their inclement
weather policy involving late openings, early releases, and closings.

If you have any questions on this memo, feel free to contact this office at (609)

292-6180.




