University of Wisconsin Colleges

Administrative Policy #31

EMERGENCY ACTIONS

Implemented:  January, 1990

Reference:  UWS Administrative Code

Under the provisions of the Wisconsin Administrative Code, UW Colleges deans are granted broad power to exercise control over activities and facilities at their respective campuses.  The specific references are from Chapters 18 and 21 as follows:


Chapter UWS 18,  Conduct on University Lands

UWS 18.01(1) The “chief administrative officer” means the chancellor of an institution or dean of a campus or their designees.


Chapter UWS 21, Use of University Facilities

UWS 21.02(2) “Chancellor” means the chief executive officer of a university, the University of Wisconsin Colleges or university extension.

Within these broad guidelines, UW Colleges Deans establish open and closed hours, schedule the use of facilities, insure the health and safety of facility users, deal with emergencies stemming from weather, criminal activity, or other sources, and generally oversee the fulfillment of the UW Colleges’ mission.  In carrying out these responsibilities, the following activities are required:

1. Emergency campus closing, which may include the cancellation of classes, should be reported to the chancellor’s office by phone at the earliest practical time.  The guidelines from the union contract (see below) must be used in accounting for lost time by classified employees.

2. Crimes or incidents requiring police action (other than traffic related) must be reported in writing to the assistant chancellor at the earliest practical time.
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3. A General Incident Report form (attached) must be filed whenever an accident or injury occurs at a UW Campus.  It is an informational report and does not attempt to determine liability or negligence.  The form comes to the UW Colleges business office and is shared with UW System and the State Risk Manager.  Each UW Campus business manager is the campus risk manager and safety officer and is available to assist the dean in handling the required reporting.

4. Hazardous chemical or waste spills are to be reported to the campus hazardous materials coordinator who will initiate the local response.  Depending upon the circumstances, local authorities, the UW System hazardous materials coordinator, the Department of Natural Resources, and the assistant chancellor may require notification by phone or in writing.

5. Emergency evacuations, necessitated by fire, weather, bomb threats, or other uncontrollable factors are to be carried out in accordance with campus plans.  Adequate signage and systematic information to students and staff about the plan are critical to its success in times of emergency.

Inclement Weather Procedures for Classified Staff
In the event of hazardous weather, please use the following procedures for your classified employees.

A. Represented Employees:  All classified employees who are covered under the WSEU contracts for Blue Collar, Technical, Security, Clerical and Related will be required to comply with the following provisions:

1. When the employee arrives late to work or is allowed to leave early because of inclement weather, the time the employee is absent will be charged to vacation, holiday or compensatory time credits or leave without pay as the employee requests.  The employee shall also have the option of making up the lost time.  Make-up shall be at the regular rate of pay if scheduled during the same workweek in which the emergency situation occurs.  Make-up time scheduled by the employer during the following week or pay period will be paid at the premium rate of time and one-half.

Contact:  Office of the Chancellor
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2. When the employer directs the employees to leave work early or not to report to work due to hazardous weather or other emergency conditions, the employee will be allowed to work up to 8 (eight) hours to make up for such lost time.  Make-up shall be at the regular rate of pay if scheduled during the same workweek in which the emergency situation occurs.  Make-up time scheduled by the employer during the 

following week or pay period will be paid at the premium rate of time and one-half.  If there is a power or equipment failure, the employer will provide alternate work, if possible.

B. Non-represented Employees:  All classified supervisors, as well as those employees in fiscal and staff services, confidential or professional management titles will need to observe the policy as outlined below:

In the event of hazardous weather, heating breakdown, or an emergency condition, which causes the employee to be late for work, unable to report or leave early, you may offer the following options:

1. The time lost may be charged to any vacation, floating holiday, or compensatory time balance on record in the Extension Payroll Office.

2. You may arrange for the employee to make up the lost time.

3. Employees can take leave without pay.

Staff who make up time should indicate that time as a separate item on the time sheet.

Contact:  Office of the Chancellor
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