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I. INTRODUCTION  

This internal policy and procedural statement provides guidance on administering leave 
during inclement weather for current employees within the System Administration. This 
version of the Inclement Weather policy reflects the following two changes to comply 
with the State’s Technical Assistance on Time Off: 

 
• Essential Services Employees who are required to work during a campus closure 

cannot be granted an equivalent amount of administrative leave 
 

• Regular employees who are already on approved leave when a closure occurs 
cannot substitute administrative leave for the period of closure 

 
II. STATEMENT OF POLICY 

If a University of Colorado campus or associated work facility is closed by a decision of 
the president, chancellor or designee, System Administration employees shall adhere to 
the guidelines issued by their respective host campuses, subject to the following:  

 
a.  System Administration employees are expected to be at work (except for those 

employees on work-related travel, sick leave, or vacation leave) unless offices 
are closed by the president or campus chancellors (for system employees with 
campus work locations) due to circumstances related to emergency situations 
(e.g., fire, flooding, natural disasters), or inclement weather.  

 
b. If only one campus/location is closed, those departments with employees in 

multiple locations may choose to close specific offices (i.e. Boulder offices only) 
or close all locations with direction from the Appointing Authority. 

 
c. In circumstances where an employee is late or absent from work and the relevant 

work facility remains officially open for normal business operations, the employee 
must take annual leave or leave without pay (LWOP) if the employee’s annual 
leave accrual is exhausted; with the following exceptions:  

 
i. If there is an official emergency road closure (declared by State, county, 

municipal governments or Colorado State Patrol) on the roads the 
employee must use to get to work, the employee will not be charged for 
use of annual leave or LWOP;  

 
ii. If the employee is unable to return to work when originally requested or 

planned because of airport(s) closure due to inclement weather when the 
employee is out-of-town (e.g., vacation, business, funeral leave, etc.), the 
employee will not be charged for use of annual leave or LWOP;  
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d. When an early release or sequential/staggered release is authorized, employees 

are given administrative leave with pay and released early under the guidance of 
the department head/supervisor. In the case of a sequential or staggered 
release, distance and travel difficulty from work to home and other public safety 
issues will be used as criteria in the release of employees. Early release time not 
authorized must be charged to annual leave or leave without pay, unless 
alternate work arrangements have been approved by the appointing authority. 

 
e. When a delayed opening is authorized, employees are granted administrative 

leave with pay if the delay occurs during their scheduled work hours. Employees 
who arrive late to work beyond the delayed opening due to extreme weather 
conditions may be granted administrative leave if the appointing authority 
determines that the lateness was reasonable.  Otherwise, employees are 
required to use annual leave or LWOP. 

 
f. If an employee was previously scheduled to be on leave (e.g., vacation or sick 

leave) during a period of time when the work facility is officially closed for a 
partial or full day by the president or campus chancellor, the employee’s leave 
hours  must be recorded as originally requested or planned.  Administrative leave 
cannot be substituted for vacation or sick leave.  

 
g. Non-essential employees who are overtime eligible will not count the campus 

closure hours as part of their overtime calculation. 
 
h. In some instances, the supervisor or appointing authority may determine that an 

alternate work arrangement, e.g. telecommuting, could be used to support 
university activity and meet the business needs of the department during extreme 
weather conditions. Alternate work arrangements must be approved by the 
appointing authority. 

 
III. PROCEDURES 

a. Notification will be sent via email and the main number at 1800 Grant St. (303-
860-5600) will have a recorded message for campus closures. 

 
b. When the president or chancellor decides not to open or to close the campus, 

administrative leave is granted to regular employees for their scheduled work 
hours during the period of closure. Regular part-time employees or those paid on 
an hourly basis (such as variable percent employees) who are normally 
scheduled to work when a closure occurs are given administrative leave with pay 
for the scheduled work hours. Temporary (including retirees hired into temporary 
positions) and student employees are not eligible for administrative leave.  

 
c. Essential services personnel that are: 

i. Required to work during a campus closure are to be paid at the regular 
rate for hours worked. 
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ii. Eligible for overtime (non-exempt) shall count the period of closure as 
hours worked for the purpose of calculating overtime. 

 
d. Non-essential services personnel that are  

i. Eligible for overtime (non-exempt) shall not count the period of closure as 
hours worked for the purpose of calculating overtime. 
 

ii. Temporary (including retirees hired into temporary positions) and student 
employees who work during a campus closure must be paid for hours 
worked but are not eligible to receive administrative leave. 

 
e. When administrative leave granted as a result of a campus closure, early or 

sequential/staggered release, or a delayed opening, the paid administrative leave 
should be recorded on the overtime-eligible employee's work record.   For 
overtime-eligible employees, administrative leave is entered into PeopleSoft 
HRMS for purposes of overtime calculations.  

 
IV. DEFINITIONS 

a. Essential services are those functions and personnel required to maintain or 
protect the health, safety, or physical well-being of campus personnel (students, 
staff, and faculty), academic mission, and facilities (including research projects), 
given the conditions of the emergency at hand. 

 
Determining Essential Services for Emergency Closures: The President or Vice 
Presidents will determine which operations under their respective supervision 
should be designated as essential services (as defined above) and under what 
conditions specific individuals will be required to work during a general closing.  
The determination of essential services and personnel may vary depending on 
conditions of the emergency at hand. Examples of emergency conditions include, 
but are not limited to: snow, ice, flood, power failure, explosion, or extreme heat 
or cold. Lists of designated essential services and personnel should be 
disseminated to the appropriate unit supervisor; individuals included on such lists 
should be notified by their supervisors. Employees should contact their 
supervisors if they have questions about whether or not they are considered 
"essential services" personnel. 

 
V. INTERPRETATION  

The Office of the Vice President, Employee and Information Services shall provide 
interpretive guidance for this internal policy.  

 
Employees should contact their supervisors and appointing authorities with questions 
about personal leave and timekeeping. 

 
Payroll/Personnel Liaisons (PPLs) and campus supervisors should contact Employee 
Services 303-860-4200 with questions. 


