
AGENDA ITEM NO: 20 

Report To: Policy & Resources Committee Date:    13 November 2018 

Report By: Head of Organisational 
Development, Policy & 
Communications 

Report No: HR/22/18/BMcQ 

Contact Officer: Barbara McQuarrie Contact No: Ext 2845 

Subject: Attendance During Severe Weather Policy 

1.0 PURPOSE 

1.1 The purpose of this report is to seek the approval of the Policy and Resources Committee to 
introduce an updated Attendance During Severe Weather Policy.  This replaces the current 
guidance document which has been in practice since 2008. 

1.2 The Policy is designed to assist in maintaining continuity of service delivery during periods of 
severe weather and to ensure that a fair and reasonable process is adopted, which will provide 
employees with a range of options where adverse weather conditions prevent them from 
fulfilling their contractual obligation to attend work or comply fully with normal working 
arrangements. 

2.0 SUMMARY 

2.1 The updated Policy was reviewed in light of the extreme weather circumstances experienced in 
March this year to ascertain if they were still fit for purpose.  These have now been reviewed, in 
consultation with the trade unions and the crisis management team. 

2.2 The main changes in the policy are: 

• Guidance is more in depth.
• Specifically mentions facility to use family friendly provisions.
• Covers disabled/maternity cases.
• Creation of snow wardens/volunteer force.
• Encourages consistency and fairness in approach.
• Allows for discretion to give credited time – by Chief Executive /Council Resilience

Management Team.
• Decisions taken should involve advice from Health and Safety.

2.3 Separately, more detailed guidance/procedures will require to be developed in respect of the 
creation of Snow Wardens/Volunteer Force. Initial consultation has taken place with 
Environmental & Public Protection and Health and Safety on this issue.  

3.0 RECOMMENDATIONS 

3.1 It is recommended that the Policy and Resources Committee: 

a) agrees the ‘Attendance During Severe Weather Policy’ attached at Appendix 1;



b) notes that the policy will be kept under review and procedures revised as and when
necessary to reflect any changes from subsequent consultations on the development
of Snow Wardens/Volunteer Force.

Steven McNab 
Head of Organisational Development, 
Policy and Communications 



4.0 BACKGROUND     
      

4.1 The existing Attendance During Severe Weather Procedures have been in place for some time 
now and required updating.  These have now been reviewed, in consultation with the trade 
unions, and the Council Resilience Management Team and now form an updated Policy 
document (Appendix 1). 

    

      
4.2 The updated Policy has been modernised to reference family friendly provisions and equality 

requirements and encourages fairness in consistency of approach.  
    

      
4.3 Discussions with the Director of  Environment, Regeneration & Resources and the Head of 

Environmental & Public Protection on the creation and co-ordination of Snow Wardens/Volunteer 
Force and separate guidance will be drawn up outwith this Policy document. 

    

      
      

5.0 KEY CHANGES      
      
 KEY CHANGES – ATTENDANCE DURING SEVERE WEATHER     
      

5.1 The key changes are: 
 
• Guidance is more in depth. 
• Specifically mentions facility to use family friendly provisions. 
• Covers disabled/ maternity cases. 
• Creation of snow wardens/ volunteer force. 
• Encourages consistency and fairness in approach. 
• Allows for discretion to give credited time – by Chief Executive /Council Resilience 
  Management Team. 
• Decisions taken should involve advice from Health and Safety. 

    

      
5.2 

 
There has been positive engagement with the trade unions in the development of this revised 
policy. 

    

      
      

6.0 PROPOSALS     
      

6.1 It is proposed that the Policy and Resources Committee:  
 

a) agrees the ‘Attendance During Severe Weather Policy’ attached at Appendices 1; 
b) notes that the policy will be kept under review and procedures revised as and when 

necessary to reflect any changes from subsequent consultations on the development of 
Snow Wardens /Volunteer Force. 

    

      
7.0 IMPLICATIONS     
      
 Finance     
      
7.1 Financial Implications:  

 
Equality and Diversity training costs will be contained within existing training budgets. 
 

 
 
 
 
 

 

Cost Centre Budget 
Heading 

Budget  
Years 

Proposed 
Spend this 
Report £000 

Virement 
From 

Other Comments 

N/A      

 
 
 
 
 
 
 
 
 
 
 
 
 

   



 

 
 
 

Annually Recurring Costs/ (Savings) 
 

Cost Centre Budget 
Heading 

With 
Effect 
from 

Annual Net 
Impact £000 

Virement 
From (If 
Applicable) 

Other Comments 

N/A      
 

 
 
 

 
 
 
 
 

 Legal     
      

7.2 As outlined in the report     
      

 Human Resources     
      

7.3 As outlined in the report.       
      
 Equalities     
      

7.4 Has an Equality Impact Assessment been carried out?     
      
  

  
YES       

 x 
  

NO -  will follow – but neutral impact         

      
 Repopulation     
      

7.5 N/A.     
      
      

8.0     CONSULTATIONS     
      

8.1 Trade Unions have been fully consulted and are supportive of these Policies and Procedures.      
      

      
9.0 LIST OF BACKGROUND PAPERS     

      
9.1 Appendix 1 – Attendance During Severe Weather Policy. 
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1 Introduction 

1.1 Inverclyde Council is a Public Body providing essential services that people 
depend on. It is therefore important to ensure that these essential public 
services are provided in spite of adverse weather conditions. 

1.2 This document outlines arrangements for dealing with situations where, as a 
result of severe weather conditions, employees are significantly delayed in 
getting to work, cannot attend work or have to leave work early.  

1.3 This policy is designed to assist in maintaining continuity of service delivery 
during periods of severe weather and to ensure that a fair and reasonable 
process is adopted, which will provide employees with a range of options 
where adverse weather conditions prevent them from fulfilling their contractual 
obligation to attend work or comply fully with normal working arrangements. 

1.4  Severe weather can include any kind of extreme weather, usually snow or ice, 
which might create hazardous driving or travelling conditions or significantly 
impair normal operations. This policy may also be implemented in situations 
where a work place becomes uninhabitable due to breakdowns of heating, 
floods etc. 

1.5  The arrangements will apply to all employees of the Council (L.G.E, Teachers 
(see also para 1.6 below\ and associated professionals; Chief Officers).  Every 
effort should be made to ensure the Policy is applied in a consistent and 
equitable manner.  

1.6  In respect of Teaching Staff there are additional relevant teacher’s circulars 
which apply.  These are listed at para 7.1 

2  General Guidelines and Principles 

2.1  The Chief Executive will invoke the terms of this policy according to the 
severity of the prevailing weather conditions; the impact on service delivery 
and normal working arrangements, and taking into account advice from 
Health & Safety. 

2.2  During periods of severe weather the council’s priorities are to: 

• ensure that essential council services are maintained, and
• ensure the safety and wellbeing of employees, service users or those

affected by the work we do by assessing risks and putting in place
appropriate control measures, considering elimination of risk through to
provision of personal protection equipment.

2.3  Employees have a contractual responsibility for ensuring their attendance at 
work and as such should not assume that they will automatically receive pay if 
they have been unable to attend work and should have appropriate 
contingency plans in place 
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2.4  Service Managers or equivalent should ensure they have in place adequate 
contingency plans to ensure continuity of service delivery during periods of 
severe weather. This includes ensuring that employees are aware of 
designated contacts and reporting arrangements.  

2.5 Contingency plans should also extend to agreeing arrangements with Service 
Managers (or equivalent) to work from a different council location or from 
home (where such options are feasible) in cases where employees may have 
to walk a reasonable distance to their place of work or to the nearest available 
means of transport.  

2.6  Whilst employees should not take unnecessary risks in attempting to get to 
work, they are expected to make every reasonable effort to report to their 
normal place of work at their normal start time. Police and motoring 
organisations issue warnings and these should be taken into consideration 
when deciding to travel, in conjunction with where employees live, the route 
they take and their mode of transport. Individual circumstances must also be 
taken into consideration e.g. employees with caring responsibilities or mobility 
difficulties. However Employees should not interpret these or other external 
agency announcements that only essential journeys should be made as 
approval to remain at home, where there are safe options locally to be able to 
get to work. 

2.7  In any adverse weather or emergency situation contact must be made with 
the relevant Service Manager or other designated contact person to discuss 
the most appropriate course of action in the circumstances and/or agree to 
activate any pre-planned contingency arrangement. 

2.8  The Council Resilience Management Team will determine based on the event 
circumstance a list of essential posts/employees for which it will be particularly 
important to remain at work in order to ensure continuity of service provision. 
A list of core essential employees will also be developed in conjunction with 
services  

2.9 Employees who are unable to attend their workplace but are required to 
provide an essential service must make themselves available for collection by 
the Council or its contractors, if requested. As part of the ‘planning process’, 
employees identified as key to provide the service will be identified and 
arrangements put in place, where possible,  to ensure that they are able to 
reach their normal workplace, and to get home. 

3  Application 

3.1  If despite all reasonable efforts, an employee is unable to attend their normal 
work location due to severe weather, he/she should contact their line 
manager, or if that manager is unavailable, the alternative designated contact 
person. 

3.2  Contact must be made within one hour of an employee’s normal start time (in 
the case of teaching staff, contact should be made prior to the start of the 
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school day). Failure to notify the appropriate manager or designated contact 
without good reason will normally result in the absence being classed as 
unauthorised. A Head of Service may accept late notification/approve absence 
retrospectively where it is accepted that mitigating or extenuating 
circumstances applied. Such notification should thereafter be made on a daily 
basis if the situation continues. As part of the process, it is critical that 
Managers who are contacted by employees should keep a record of the 
conversation with the employee, recording their name, time of call and details 
of their plans or any specific arrangements made. 

3.3  Employees who fail to notify their manager that they are unable to attend work 
should be regarded as being on unauthorised absence and managers should 
arrange a deduction from the salaries/wages of such employees.  On return to 
work managers should meet with employees as soon as possible to discuss 
non-notification. Managers should then take appropriate action depending on 
the reason for non- notification. 

3.4  Weather conditions can change throughout the day and employees should 
continue to make efforts to attend work if the weather and/or transport 
conditions improve. 

3.5  Where an employee is prevented from attending their normal place of work 
due to a day of severe weather, he or she may request to; 

• Take annual leave (Employees who have utilised their annual leave
entitlement for that year, may request to bring forward a period of annual
leave from the following year’s entitlement)

• Take flexi leave (for those employees who participate in the council’s
Flexible Working Hours Scheme). Employees who have insufficient flexi
credit, may request flexi – leave to cover their absence on the condition
that the time is worked back at a later date over a period agreed with
their line manager).

• Make up the lost hours.
• Work at an alternative work location, undertaking alternative or own

duties, or work from home. Where practical, these options should already
form part of contingency planning arrangements agreed in advance
between the employee and Service Manager.

• Take unpaid leave

3.6  Employee Arrives late/Leaves early 

If an employee arrives at work late due to severe weather – they can utilise 
flexi time if they are on the flexi system.  Employees not on flexitime can make 
up lost time over a reasonable period agreed by manager 

If an employee chooses to leave work prior to any decision taken to vacate 
offices, then no reimbursement of time will be made, even if a decision is 
subsequently made. 
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In respect of employees covered by the Flexible Working Hours Scheme the 
following will apply: - 
• During periods of adverse weather conditions, management may waive

the application of the stipulated core times for staff attendance.
• Any employee who incurs debit hours as a result of non-attendance or

attending for truncated days will be allowed to exceed the maximum debit
provision and will normally be required to make up the time over the next
two accounting periods

• Credited time will not be afforded in respect of periods of non-attendance
unless weather conditions are so bad that the Chief Executive sanctions
the early closure of establishments in the locality.  In that event, those
employees at work will be credited to the normal end of the working day.
Any employees not at work will not be affected by such a decision (see
also 3.16).

3.7  Where adverse weather conditions arise during the working day employees 
may be released only when there is evidence, that they will personally 
encounter difficulty in reaching their own home, at a reasonable time. This 
necessarily means that those employees, who will not encounter difficulties, 
should make every effort to remain at work until normal finishing time in order 
to maintain services.  

Essential staff who require to remain at work until normal finishing time will be 
supported to do so. 

3.8  In applying this guidance Service Managers  (or equivalent) should take into 
consideration: 

• The availability of public transport or alternative means of transport;
• The distance from the employee’s home to their contractual workplace;
• Did the employee make contact at the earliest opportunity;
• Health conditions or disabilities employees may have

3.9  Where an employee has pre-arranged to take annual leave this will not be 
cancelled, even though had they not been on annual leave they would have 
been prevented from attending for work because of adverse weather 
conditions.   Employees absent as a result of sickness leave will remain as 
such over this period. 

3.10  Employees Prevented from going home 

Employees who are prevented from going home due to severe weather will be 
credited with their standard daily hours. If they are required to spend the night 
(but not working) sheltering at their work location, this will not be counted as 
part of the working day in line with the Working Time Regulations.  In 
circumstances where they may be asked to be available for work if required 
sleepover rates may apply. Should they be utilised on a voluntary basis due to 
shortage of essential staff this would be counted as working time.  
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Employees in this category will receive subsistence allowances in accordance 
with the Council’s agreed rates (Evening meal allowance and/or Breakfast 
allowance, as appropriate). 

Consideration should be given to adjustment of staff rotas for those employees 
who have sheltered overnight in their work location, to avoid where possible 
an employee going straight into a long working shift. 

3.11  Employees with Carer/Parental Responsibilities 

The Council recognises, in its Family Friendly & Work-life Balance Policy, that, 
on occasion, employees with "caring" responsibilities may require leave of 
absence. This may include responding to situations arising from the effects of 
severe weather, for example, where a school has closed due to severe 
weather and normal child care arrangements break down, or where care 
arrangements for dependent relatives are affected by severe weather.  

In these situations, the provisions in the Policy will apply and, in all events, the 
Line Manager and employee should discuss openly and resolve any problems 
in a mutually acceptable manner. As soon as alternative care arrangements 
are in place, the employee is expected to attend work.   

3.12 Essential/ Critical Employees 

During periods of severe weather essential employees may be requested to 
remain at work in order to ensure continuity of service provision. 

In cases where other employees in the same offices have been given the 
opportunity to go home due to severe weather where they will personally 
encounter difficulty in reaching their own home at a reasonable time, and 
essential employees in the same circumstances have not been given this 
option, then essential employees may, in exceptional circumstances and at 
the discretion of the Chief Executive, be given appropriate time off in lieu to 
compensate 

In the event that, due to severe weather conditions, essential employees are 
unable to return home reasonable; accommodation; expenses, and any other 
allowances, deemed appropriate will be authorised by the Head of Service, in 
consultation with the Head of OD, Policy & Communications.    

3.13  Employees with a Disability/Pregnant Employees 

Special consideration should be given to the position of disabled employees 
for whom undertaking journeys to and from work in adverse weather may 
present particular risks. Examples of such risks are: Those with mobility 
problems who may have particular difficulties travelling; disabled employees 
who may not have access to medication or the means of managing their 
condition; disabled employees who may have difficulty attending an alternative 
workplace as they may be unable to access it and function within it. 
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Consideration should also be given to pregnant employees who may have 
difficulty walking in adverse weather. In the case of disabled and pregnant 
employees, their particular circumstances and potential mobility problems 
should be factored in when applying this guidance. 

3.14  Alternative Places of Work 

Where it is impossible for an employee to attend their designated work place it 
may be possible to work from an alternative Council office. This does not 
necessarily mean the premises closest to home and employees should liaise 
with their manager to identify suitable alternative premises for attendance. 

It is the Service Manager’s (or equivalent) responsibility for ensuring the 
employee is able to attend the alternative location by liaising with the senior 
(or nominated) officer at that location. These arrangements must be made in 
advance, and employees should not ‘routinely’ attend other Council premises 
unless directed to do so by management. If employees are directed to work 
elsewhere, then they will be expected to undertake their normal work or if this 
is not possible to offer to undertake work for the service manager on-site. Any 
work should be appropriate and not exceed the responsibilites relevant to the 
employees grade. 

Teachers who cannot reach their own school, unless directed otherwise, 
should report to the nearest school, which is open and accessible, to help out 
other schools e.g. one school may be open but short of teachers whereas 
another school may have been closed.  In circumstances where this is not 
possible teachers will be expected to undertake work from home and class this 
as part of their planning and preparation time from the Working time 
agreement.   

All tasks which do not require the teacher to be on the school premises can be 
carried out at a time and place of the teacher’s choosing: teachers will notify 
the appropriate manager of their intention in this respect in accordance with 
SNCT Part 2, 3.10. 

3.15  Home Working 

In some circumstances, dependent on the role and the type of work carried 
out, the employee may be able to perform their duties from home. Indeed it 
may be more productive than needlessly spending time attempting to reach 
the workplace. This is likely only to be an option if the adverse weather has 
been forecast and preparations for home working can be made in advance. 

Where home working has been approved then the employee will agree with 
their manager the specific work related items to be undertaken at home and 
this will be monitored as per standard work and management practice. 
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3.16 Red Alert Status/ Closure of Buildings 

In the event of an Employee’s work location being closed, other working 
arrangements as outlined earlier in this section must be explored for 
employees in this position before a decision is made to credit time. 

Credited time will normally be afforded to employees where a decision is taken 
to close council buildings where they are based – this decision will be made by 
the Chief Executive and/or the Council Resilience Management Team (the 
decision to close outlying buildings may also be made by the Senior Manager 
in charge of the building in consultation with the Chief Executive or CRMT).  
These decisions will take into account meteorological warnings, advice from 
H&S, and the Alert status in Inverclyde and neighbouring authorities.   

4  Council Employee Volunteers 

4.1 All Council premises will have carried out a winter gritting/snow clearance plan 
and risk assessment at the start of the winter season. This will identify key 
gritting routes and snow clearance for the premises. In establishments 
covered by facilities management this will generally be carried out by janitorial 
staff. Where there is no Janitorial support, lead officers in buildings are 
required to ensure that staff are aware of their responsibilities and make 
arrangements in relation to gritting of the premises. 

4.2 Volunteer Snow Wardens 

In extreme adverse conditions and/ or where there is a need to establish clear 
routes to premises etc.the normal routine of snow clearance may not be 
possible due to staff not being able to get to work or the volume of snow 
having fallen. Snow Wardens will be selected from Council Volunteers (i.e. 
employees redirected from normal duties) to spread grit, clear snow at Council 
premises or establishments where there are vulnerable members of the 
community  

4.3 Volunteers will be provided with appropriate equipment e.g. a shovel, high 
visibility clothing, snow grips, grit etc. These will be available at the premises 
for use by the volunteers. 

An elearning course of snow clearance is available on the Councils elearning 
platform http://tracking.brightwave.co.uk/ and should be completed by any 
employees working in snowy conditions or clearing snow. 

4.4 Adverse Weather Volunteer Force 

Where there are difficulties due to staff absence in maintaining essential 
services Staff Volunteers from across the council will be requested. They will 
be required to make contact with people who need essential provisions or 

http://tracking.brightwave.co.uk/LNT/Inverclyde/MyLearning.aspx?ts=179004672&ts=636704487596720475


10 

prescriptions picked up etc. If this service is activated information will be 
communicated via various Council Communication channels including the 
council's social media websites. 

Volunteers will have been through safe recruitment checks in order to work 
with vulnerable adults and children.  

4.5 Volunteer employees who own or have access to a 4 x 4 vehicle may be 
requested to provide reliable transport in times of severe weather or 
emergencies. This can be to transport essential employees or supplies to 
areas that would be hard or impossible to reach in normal vehicles and/or in 
support of other critical Council services, to assist Police Scotland and 
Transport Scotland by taking food and water to motorists stranded by the 
snowfall. 

4.6 Designated drivers of Council 4 x 4 vehicles will be requested to take the 
vehicles home with them and make themselves available for other duties in 
the event of extreme weather. 

4.7 A Liaison Officer from existing staff resources will coordinate and manage the 
Snow Warden Scheme and Council Volunteers 

4.8 Snow Wardens/Volunteers will be paid for reasonable additional expenses 
incurred during response to an incident. 

N.B. See also separate guidance document relating to H&S training and other 
administrative requirements and Guidance documents in respect of Snow 
Wardens/Adverse Weather Volunteers 

5  Council Communication Strategy 

5.1 During periods of adverse weather, the Council’s Corporate Communications 
Team, in partnership with the Council Resilience Management Team and  ICT, 
will work around-the-clock to ensure the latest public information is available 
via the media, the Inverclyde Council Web site or twitter/ facebook pages: 

• www.inverclyde.gov.uk
• https://twitter.com/inverclyde
• https://www.facebook.com/InverclydeRiversideLiving

6   Working in Hot Weather 

6.1 In the UK there is no maximum temperature that a workplace is allowed to be, 
rather advice from the Health & Safety Executive (HSE) states "during 
working hours, the temperature in all workplaces inside buildings shall be 
reasonable". What is reasonable depends on the type of work being done 
(manual, office, etc) and the type of workplace (kitchen, air conditioned office, 
etc). 

http://www.inverclyde.gov.uk/
https://twitter.com/inverclyde
https://www.facebook.com/InverclydeRiversideLiving
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We also have to consider our employees who work outdoors; sunshine and 
heat will bring additional risks which must be considered within the risk 
assessments for the work.   Some of the control measures advised by HSE 
to reduce risk include: The HSE advise the following control measures to 
reduce risk: reschedule work to cooler times of the day; provide more frequent 
rest breaks and introduce shading to rest areas; provide free access to cool  
drinking water; introduce shading in areas where individuals are working; 
encourage the removal of personal protective equipment when resting to help 
encourage heat loss; educate workers about recognising the early symptoms 
of heat stress. 

If a significant number of employees are complaining about thermal 
discomfort, managers should carry out a risk assessment, and act on the 
results of that assessment. 

Further guidance can be obtained in Information Sheet No. 76 (include link) 

7   Miscellaneous 

7.1   Teachers Circulars 

• Paragraph 1.4 – Standard Circular 2.12 Appendix A

• Paragraphs 2.5 and 3.14 – SNCT Part 2, para 3.10

7.2   Inverclyde Council recognises the importance of Managers and Trade Unions 
working together in partnership for the benefit of the Council and the Policy will 
be applied in accordance with the principles and spirit of the Inverclyde Trade 
Union Pledge. 

8  Review of Policy 

8.1 This Policy will be reviewed every 3 years 

Administrative Note 

Each Head of Service should determine the appropriate level of management 
for taking decisions in relation to the terms of this guidance. 
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