ABBREVIATED VERSION OF THE ALFRED UNIVERSITY PROCEDURE FOR UNIVERSITY CLOSING DUE TO EXTREME WEATHER CONDITIONS

· Bulleted items are proposed internal guidelines to follow for closing the libraries; they would not need to be included in the University’s written procedure statement

A.  Total Closing Prior to Beginning of Workday - Offices and Classes

      (Note: All such closings become effective for the duration of the calendar day in which they are announced.)

When it is determined that the University must be closed entirely (both offices and classes), with only essential staff
 being asked to report, the decision will be conveyed using various media.  They include the following: (1) Radio Announcements; (2) E-mail Messages; and (3) Voice Mail Messages. (At the direction of the President, the Director of Communications and/or the Coordinator will initiate all such activity.)


   In weather-related emergency closings, Physical Plant Grounds Crew should report as usual.  For all  other types of closings, Physical Plant staff are asked to call Extension 2154 for further instruction.

When students are in residence, food service and health center staff  are also expected to report according to

standing instructions as received from the Vice President for Student Affairs.

· LIBRARIES:    The libraries are closed and library staff members (faculty, technical specialists, and support staff) are not required to report to work.  The Dean and Associate Dean of Libraries will notify all staff members according to the University Phone Chain and will change the voice mail message on the main library phone numbers to alert the public to the change in hours of operation.

B.  Partial Closing Prior to Beginning of Workday - Offices Only, Classes Continue
When it is determined that the University will be partially closed due to a weather-related emergency (offices only, faculty report and classes continue, physical plant staff follow instructions previously included in Footnote One of this document), radio announcements will not normally occur.  Rather, those questioning whether a partial closing might be in effect are requested to use the email or voice mail system as described above.  However, partial closings, which cannot be reasonably foreseen according to circumstance, will continue to be announced on the radio.

· LIBRARIES:   Library faculty only will report.  The libraries will operate on a reduced schedule, opening at 9 am and closing at 5 pm.  The Dean and Associate Dean of Libraries will notify all staff members according to the University Phone Chain and will change the voice mail message on the main library phone numbers to alert the public to the change in hours of operation.  Student workers who are scheduled to work after 5 pm will be notified that they will not report to work.

C.  Closing During a Workday
(Note: All such closings become effective at the designated time and continue throughout the remainder of the calendar day in which they are announced.)  Should the President find it necessary to close offices during the workday (with only essential staff being asked to report or stay), he will inform the Director of Capital Operations & Legal Affairs, and/or Assistant Director of Physical Plant who in turn will notify the following individuals: (1) Tele-communications Technician; and, (2) Director of Network Services. They will then send priority voice and e-mail messages as described earlier.  In addition, the Director of Capital Operations & Legal Affairs, and/or Assistant Director of Physical Plant will notify both Offices of Human Resources, whereby staff will initiate the University phone-chain. (See Attachment)

In the event Alfred University offices must close early on any particular day, whether due to inclement weather or other extenuating circumstances, telephone communications will originate in the Office of Human Resources.  The contact person identified on the phone chain will advise supervisors listed within their division and/or building.  If the supervisor is not available, the supervisor’s secretary will be notified.

· LIBRARIES:   In the event that offices only are closed, technical specialists and support staff will return home, but library faculty will remain to staff the library with student workers on the reduced schedule of 9 am to 5 pm.  Student workers who are scheduled to work after 5 pm will be notified that they will not report to work.  If offices are closed and classes are cancelled during the day, the libraries will close and all staff members will return home.






