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	Document Description
This policy sets out procedures for what staff should do and how the organisation would operate if there were disruptions, such as snow, preventing staff getting to work.



	

	Implementation & Quality Assurance
Implementation is immediate and this Policy shall stay in force until any alterations are formally agreed.

The Policy will be reviewed every two years by the Board of Trustees, sooner if legislation, best practice or other circumstances indicate this is necessary.  

All aspects of this Policy shall be open to review at any time. If you have any comments or suggestions on the content of this policy please contact Sue Martyr, s.martyr@ageukexeter.org.uk or at Age UK Exeter, 138 Cowick Street, Exeter, EX4 1HS, 01392 455600




Adverse Weather and 
Other Travel Disruptions Policy
Staff
General
The Charity recognises that employees may face difficulties attending their place of work and returning home during periods of severe weather or when there are disruptions to public transport. While the Charity is committed to protecting the health and safety of all of its employees, it must ensure that disruption caused to its services remains minimal. The purpose of this policy is to outline the responsibilities of employees for attendance at work during severe weather conditions or when there are disruptions to transport and to define appropriate procedures. This policy applies to all employees.
Reasonable efforts to attend work
Employees should use their best endeavours to attend work in all circumstances. However, it is not the Charity's intention that employees put themselves at unnecessary risk when trying to attend work. Members of staff should make reasonable efforts to attend work and if they are unable to do so should contact their line manager or the main reception by 9.30am to report their absence.
When this policy will apply
This policy will apply in the case of severe weather conditions or when there are disruptions to transport as determined by the CEO or a member of the senior management team. Advice from the local weather centre, motoring and public transport information services will be sought as appropriate.
Severe conditions or disruptions to public transport occurring at the start of a working day
Employees unable to attend work or delayed because of the weather conditions or disruptions to transport should contact their line manager/senior manager or failing that the main reception by 9.30am to report their absence and receive instructions on the course of action they should follow.
Lateness
Employees who are delayed will have the opportunity to make up this time at a later date. However, it is open to the senior management team to waive this requirement if the lateness is negligible having regard to the severity of the weather conditions or disruptions to transport and each employee’s personal circumstances (e.g. distance from their home to work, mode of transport used).
If lateness amounts to half the time of the employee's normal working day, the provisions in relation to absence apply.
Absence
Employees who are unable to report for work due to adverse weather conditions or disruptions to transport will not usually be paid. Where an employee has made all reasonable efforts to get to work but failed to do so because of severe weather conditions or disruptions to transport the CEO or a member of the senior management team will decide as to whether or not the employee should:
· take the time as annual leave or TOIL
· make up for the time at a later date
· work from home or an alternative workplace 
· take unpaid leave with a deduction made from salary.

Where a decision is taken by senior management to close a service due to concerns for the safety of users, or for any other reason, the staff employed in such services will be paid. Staff within these services will be expected to report to their workplace or may be re-directed by management to other duties.
Only in exceptional circumstances where the above options are not available or where the CEO or member of the senior management team sees fit, will the employee be paid as if she/he had attended work.
Severe conditions or disruptions to transport occurring during the course of a working day
Senior management will decide on a case-by-case basis whether or not it is appropriate for employees to leave work early. When making this decision, they will take into account the employee's circumstances (e.g. distance from her/his home to work and mode of transport), the employee's views and the needs of the Charity.
Senior management may require employees who leave work early to take work home with them as appropriate and feasible.
Health and safety
While the Charity will ensure, so far as is reasonably practicable, the health, safety and welfare at work of all its employees, employees are reminded of their duty to take reasonable care for their own health and safety and that of other persons who may be affected by their acts or omissions. This includes taking extra care when travelling to and from work in severe weather conditions.
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