University Guidance on Staff Attendance during Periods of Transport Disruption and Severe Weather Conditions.

1. Introduction

1.1
The University expects all staff to make reasonable efforts to attend their place of work during periods when transport is severely disrupted (e.g. during severe weather conditions).


The University also recognises that it has a duty of care to its employees and that staff should not put their wellbeing in jeopardy.

The following guidance is for managers and will only have application in very exceptional circumstances. It applies to all staff including hourly paid.

2.
Obligations of Staff

2.1
Staff should know: 

· That we expect them to consider alternative modes of transport to enable them to attend work. 

· That we expect telephone notification at the earliest opportunity if there are problems attending. 

· Late arrival caused by severe weather/ transport disruption will not normally be penalised by loss of hours

3.
Management Discretions

3.1
Where it is not practical to attend managers may consider the following:

· If appropriate, staff may work at home

· Staff may take the time off as annual leave

· Line managers may agree to staff making up time on their return to work (e.g. by working an extra hour over a seven day period, or whatever is agreed)

· Unpaid leave can be agreed

· Managers may agree to staff coming in late after conditions have improved and  i) either going home late; ii) making up the time lost later; iii) discount the lost hours.

· Agree paid special leave where every effort has been made to attend work but where this has been thwarted (e.g. transport breakdown on route; gridlock; accident etc).

Managers have discretion to allow staff to leave early (without loss of hours) to ensure journeys home are not rendered more hazardous than they need be.

3.2
Management should contact the Human Resources Office to discuss issues not addressed in this guidance.
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