	

	Personnel Circular
No. 02/10
 

SUBJECT: Secretariat Policy for Special Events, Emergency, or Inclement Weather Excusal

The Department of Human Resources is pleased to remind Staff of the General Secretariat with duty station in Washington D.C. of the policy for special events, emergency, or inclement weather excusal.

In case of inclement weather, natural or other types of local emergencies that have the effect of disrupting roads, public transit and general safety, the General Secretariat will be guided by emergency directives of the US Government’s Office of Personnel Management (OPM). Secretariat staff stationed at headquarters in Washington D.C. should follow the OPM-announced leave policy for Federal Government employees in the Washington D.C. metropolitan area. These announcements are normally broadcast in local radio and television stations. You may also consult the internet Web site for OPM at: http://www.opm.gov/status/index.aspx (this site is only active when there is an announcement) or call (202) 606-1900.

Below is a reminder of the types of leave that are authorized by the U.S. Federal Government and which the General Secretariat will follow: 

• “Liberal or unscheduled leave” means that staff whose duties are other than those designated as “essential” may be absent from work. This absence will be charged to annual leave. When taking leave under the liberal leave policy, staff members must telephone or email their supervisor at the earliest opportune moment.

• “Delayed arrival” means that supervisors may excuse late arrivals of up to a specified number of hours, if individual circumstances, such as the distance to be traveled to get to work, whether the staff members rides in a car-pool, bus, etc., justify late arrival. OPM announcements will generally specify the allowed number of hours (usually two hours) for each emergency. Absences in excess of the authorized number of hours will be charged to annual leave.

• “Early excusal” means that employees may leave work early and OAS offices, along with most public and private sector operations, will close. The decision to dismiss staff members will be announced by the Department of Human Resources after consultation with the Secretary General. Normally, early excusal is accompanied by a policy of staggering office closing so as to avoid excessive traffic and public transit tie-ups. The Secretariat will determine the time for early excusal depending on local circumstances and the nature of the emergency.

• “Closing” means the except for those performing essential functions related to the safety and well being of the OAS facilities (and specifically designated as such by the Assistant Secretary for Administration and Finance), staff members need not report for work until the emergency is over and OPM declares that Federal employees must return to work. Those affected by a closing will not be charged annual leave. However, staff members on leave (annual or sick) on a day of closing shall be charged their leave for that day since they are not directly affected by the decision to close the office. 

There may be other special circumstances that may result in the Secretary General invoking one or more of the above-listed options even when the situation does not affect the entire Metropolitan DC area. These rare circumstances could include building safety, localized demonstrations and related street closings. These will be decided on a case-by-case basis by the Secretary General and conveyed to staff via the Department of Human Resources. 
Pleased be aware that if you hear or read about “color codes”, these relate to terrorism threat alerts and do not directly apply to the closure policy outlined above. The fact that the threat alert is upgraded does not necessarily result in the invoking of any of the above-listed options and staff is expected to report to work unless closing policies are specifically announced by OPM.
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