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Classified Staff 

How do I know if I am essential personnel? 
Essential personnel are employees who perform a function that is essential to university operations when the university 

is closed. The president, vice presidents and deans in consultation with department heads, determine these positions. If 

you are unsure if your position is essential, contact your supervisor. 

I was commuting to work, or just arrived to work, when the university suspended operations. What 
do I do? 
You must leave work immediately. When university operations are suspended, non-essential employees are not allowed 

to work.  

Non-essential employees are not permitted to stay at work once university operations are suspended. Failure to 

abide by university policy may result in disciplinary action. 

The university closed after I arrived to work. Am I eligible for additional pay? 
No. Only employees whose work shifts are scheduled to start before the university closes are eligible for additional pay 

through the union contract provisions.  

Example: An office assistant’s normal work schedule is from 7 a.m. – 4 p.m. The employee arrives to work 30 

minutes early for their 7 a.m. work shift. The university suspends its operations at 6:30 a.m. This employee is not 

eligible for additional pay because their shift was not scheduled to begin before 6:30.  

My workday or shift started before the university suspended operations. Am I eligible for additional 
pay? 
Yes. If, as a result of your normal, scheduled work start time, you began work prior to the university suspending 

operations, you would be eligible for additional pay through the bargaining unit provisions. The collective bargaining 

agreements provide guidance on calculating additional pay: 

 PSE: The employee will be paid at straight time for the remainder of their shift. 

 WFSE: The employee will be paid at straight time for a minimum of half their shift.  

I performed work on a suspended operations day but I am not essential personnel. How will I be 
compensated? 
Non-essential employees are not permitted to stay at work once university operations are suspended. Failure to 

abide by university policy may result in disciplinary action. 

If you performed work, the university is required to pay you for the work that you do and you will receive straight pay 

for all hours worked during suspended operations. Non-essential personnel are not eligible for callback pay.  

Example: An Office Assistant’s normal work schedule is from 7 a.m. – 4 p.m. The employee arrives to work 30 

minutes early for their 7 a.m. work shift. The university suspends its operations at 6:30 a.m. The employee continues 

to work until 12 p.m. The employee would receive 5 hours of straight pay, but would not receive pay for the 

remainder of their shift. The employee would need to make up time or use leave for the remaining 3 hours of the 

work day.  

Can I telework on a suspended operations day? 
No, you are not permitted to telework unless the dean or department head determines that you need to perform an 

essential function during the suspended operations.  



I had pre-approved leave (vacation, sick, FMLA, etc.) scheduled for the suspended operations day. 
What do I do? 
If you had already scheduled vacation or were on leave at the time of suspended operations, you must take that leave as 

it was previously arranged.  

If you were on medical leave or scheduled to use FMLA leave on that day, you must submit leave time in accordance with 

the appropriate policy or agreement.  

Do I need to submit a special leave request form if I am taking leave without pay on a suspended 
operations day? 
No special leave form is needed. However, you must report Leave Without Pay on your time sheet. 

Professional Staff 

Do I need to charge leave when the university suspends operations? 
Per federal regulations you only need to charge leave for suspended operations if operations are suspended for more 

than 4 days in a given workweek.  

As a professional staff employee you are expected to be able perform the essential functions and duties of your position. 

If you wish to be relieved of these duties on a suspended operations day, you should report leave.  

I had pre-approved leave (vacation, sick, FMLA, etc.) scheduled for the suspended operations day. 
What do I do? 
If you had already scheduled vacation or were on leave at the time of suspended operations, you must take that leave as 

it was previously arranged.  

If you were on medical leave or scheduled to use FMLA leave on that day, you must submit leave time in accordance with 

the appropriate policy or agreement.  

 

 


