Adverse weather and disruptions to public travel policy

This policy is in recognition of the fact that there will be occasions when employees will face difficulties attending work due to adverse weather such as snow or because of serious disruptions to public transport or road networks.  The Company is committed to protecting employee health and safety but at the same time regard must be had to minimising the effect of such disruption to the business.

The policy applies to all employees but does not form part of the contract of employment. 

Attending work

Employees are expected to make all reasonable efforts to attend work for their normal start time, regardless of the circumstances.   Employees should not put themselves at unnecessary risk.  However employees should consider leaving earlier than normal or coming into work via an alternative route or means of transport.  Employees who fail to make reasonable efforts to attend work or to report absence or lateness in accordance with this policy may be subject to disciplinary proceedings on grounds of misconduct depending on the circumstances.

An employee unable to attend work for their normal start time should contact [THEIR LINE MANAGER/HR DEPARTMENT] to advise them of this and whether the employee will be late getting to work or unable to attend at all.   This is required for each day that the employee is unable to attend at the normal start time. 

An employee unable to attend at the start of the day should monitor the situation throughout the day.  This can be done by accessing appropriate websites e.g. local news and weather websites, transport providers and motoring associations. Employees are expected to be contactable throughout the day and to attend work if the situation improves and alternative working arrangements have not been agreed.  

Employees who are late for work will usually be required to make up the time lost at some later date.  The employee’s manager may waive this requirement where the lateness is minimal and the manager is satisfied that the employee has made reasonable efforts to attend work on time. 

Flexible Working Arrangements

Where possible, if an employee had made reasonable efforts to attend work but the severe weather or travel disruption situation prevents them from doing so, the employee’s manager will consider the following:

· Whether it is possible for the employee to work from home or from another location

· Whether the employee can take the time off as annual leave or unpaid leave

· Whether the employee can  make up the time lost within a reasonable period

If any of these options are feasible they will be discussed with the employee.

Leaving early

It is for managers to decide whether the circumstances are such that it is appropriate for employees to leave early.  The manager should consider the needs of the business and the employee’s own circumstances e.g. the employee’s transport arrangements, distance between workplace and home etc.   If an employee has been sent home early, they may be required to take work home with them, if appropriate.   Employees who leave early without permission may be liable to disciplinary action and loss of pay for the time not worked.

Disruption to childcare arrangements

Where the weather or transport difficulties disrupts an employee’s childcare arrangements or schooling, the employee’s statutory right to time off for dependants may apply.  

Pay

Employees who are absent for full/half* a day or more will not normally be paid for the time lost, unless they have been able to continue working from home with the manager’s express permission.  However in the event that the Company closes the workplace, employees will be paid as if they had worked their normal hours. 

*delete as appropriate
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