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Emergency Closing Policy 
For Staff 

 
1. Scope 
 
This policy establishes guidelines for operations during periods of extreme weather and 
similar emergencies. 
 
Ringling College of Art and Design remains open in all but the most extreme 
circumstances.  Unless an emergency closing is announced, all employees are 
expected to report to work.  However, all employees are urged to use their own 
discretion in deciding whether they can commute safely to work.  When an emergency 
closing has not been declared, employees who do not report to work because of 
inclement weather have the option of taking vacation leave, personal leave, or, in the 
case of non-exempt employees, leave without pay. 
 
2. Designation of Emergency Closing 
 
Only by authorization of the President or his designee will Ringling College cease 
operations due to emergency circumstances.  
 
3. Emergency Response Plan 
 
The College maintains an Emergency Response Plan on the Office of Public Safety 
website. 
 
4. Procedures During Closings 
 

a) Essential Personnel 
If the College is officially closed, essential functions must be maintained and 
essential personnel must report to work, unless otherwise instructed.  Each Vice 
President and Department Manager maintains a roster of essential personnel.   
An up-to-date copy of each department’s roster is kept on file in the Office of 
Human Resources. 
 

b) Pay Practices 
When a partial or full day closing is authorized, the following pay practices apply: 
 
i) Full-time, non-exempt employees in non-essential operations are 

compensated at their regular rate of pay for the regularly scheduled hours 
they were absent due to the emergency conditions.  This time is counted as 
hours worked for purposes of overtime calculation. 
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ii) Full-time, non-exempt employees who are designated as essential personnel 

are compensated at their regular rate of pay for hours worked during the 
emergency closing period in addition to Emergency Pay.  Such employees 
may be given time off during the same workweek for hours worked during the 
period of closing. 

 
iii) Exempt and non-exempt employees already on sick leave during emergency 

closings are charged with sick leave for that day.  Exempt and non-exempt 
employees already on vacation leave during emergency closings are charged 
with vacation leave for that day. 

 
iv) Part-time, non-exempt employees in non-essential operations are not 

compensated for scheduled hours they do not work during the emergency 
closing period. 

 
v) Part-time, non-exempt employees who are designated as essential personnel 

are compensated at their regular rate of pay for hours worked during the 
emergency closing period. 

 
vi) Exempt employees who are in non-essential operations are compensated at 

their regular rate of pay during the emergency closing period. 
 

c) Announcements 
Modifications to normal College operations are announced as early as possible 
through the Ringling College Alert System and through regional media.  The 
switchboard message will be updated and broadcast e-mail and voicemail will 
also be utilized. 

 
In severe weather situations, employees may call 351-5100 for a recorded message of 
the College’s operational status. 
 


