
Emergency (Extreme Weather) Closing Policy 

OBJECTIVE 
It is the general policy of the Town of Gray for Town offices to remain open for business except during 
extreme weather events or conditions that would threaten the safety of our employees and 
community. During such events, the Town will close, delay, or alter services and/or operations under 
the process outlined below. 
 
SCOPE 
This policy applies generally to all Town operations and employees, regardless of work location. 
However, Emergency Support Staff as defined herein may be required to report to work even when 
Town offices are closed for extreme weather or emergencies. 
 
This policy is not intended to replace existing provisions in labor contracts and shall be implemented 
in conjunction with the appropriate policies administered by Human Resources. Town employees 
should always evaluate their own circumstances carefully, exercise appropriate judgment, and take 
responsibility for their safety when making decisions regarding travel to and from the workplace. 
 
If Town Hall is closed for an emergency, meetings of boards and committees will not be held as 
posted. 
 
PROCEDURES 

A. CLOSINGS AND DELAYS 
 
The Town Manager (or designee) shall determine whether Town offices, including childcare 
and the public library, will be closed due to extreme weather or unsafe conditions. The Town 
Manager will make every effort to decide on possible closures by 6:00 a.m. 
 
Sometimes the timing of a storm warrants a delayed opening. A standard one-hour delay 
allows additional time to clean buildings and clear sidewalks and stairs before buildings are 
open to the public. Sometimes an extended delay (e.g., opening at noon) is necessary.  In all 
cases, the Town Manager shall have the discretion to determine if a delayed opening is 
appropriate.  
 
On days when weather conditions worsen as the day progresses, the Town Manager may 
decide to close Town offices early. In this case, employees will be asked to leave according to 
a timeline set by the Town Manager and their department head. 
 

B. NOTIFICATION 
 
Closings or delays will be posted to the Town website before 6:00 a.m., whenever possible. 
The Town Manager will also email department heads and activate the phone tree to notify 
Town staff. Television stations Channel 6, Channel 8, and Channel 13, and radio station Maine 
Public Radio will be notified if Town offices are closed or opening is delayed. 
 

C. EXPECTATIONS FOR EMPLOYEES (Except Emergency Support Staff) 
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When the Town is operating normally, employees are expected to report to work as 
scheduled. During extreme weather, employees are expected to plan accordingly, including 
accounting for extra time needed to travel to and from work. If an employee decides not to 
remain at, or report to work because of concerns about travelling safely, employees may use 
accrued vacation time or accrued Earned Paid Leave, if applicable. In these situations, 
employees must notify their supervisors of their intent as soon as possible.  
 
When the Town closes facilities or alters routine operations, and directs employees not to 
report to work, or to report late or leave early, employees will not be charged leave unless 
they had already been scheduled and approved for time off. If an employee is on a scheduled 
day off due to sick leave, vacation, personal time, any earned time, or leave of absence 
(without pay) during an official closing, delay, or early release, the employee’s accrued time 
will be charged in the amount of time that was already scheduled and approved. 
 
Full-time and part-time employees who are scheduled to work on a day when the Town closes 
or has a delayed opening or early closing will receive pay for their regularly scheduled 
workday. Time absent from work due to extreme weather is not counted as hours worked 
when computing weekly overtime.  Employees may be asked to work remotely to the extent 
possible during an extreme weather event and when doing so shall not be entitled to extra 
pay or overtime for such hours worked during the regularly scheduled workday.  
 

D. EMERGENCY SUPPORT STAFF 
 
Operations including Public Safety, Public Works, Communications & Information 
Technology, Recreation, and Buildings & Grounds may be required to continue and remain 
open, even in extreme weather or during other circumstances that require the Town to close 
facilities or alter operations. 
 
The Town Manager may designate employees as “Emergency Support Staff” if he/she 
determines their job functions are necessary or potentially necessary to conduct the Town’s 
business during an extreme weather event, even when the Town is not operating normally. 
Employees designated as Emergency Support Staff are typically expected to report to or 
remain at work when the Town has a delayed opening, early release, or facility closure. In 
addition, emergency support functions are considered part of Emergency Support Staff’s 
routine job descriptions. 
 
Unless provided in an applicable collective bargaining agreement, the Town shall not award 
compensatory time or extra compensation to Emergency Support Staff for working during 
their regularly scheduled hours when the Town has a delay, early release, or closed facility.  
Emergency Support Staff who work during their regularly scheduled hours will be paid at their 
regular rate of pay for such hours. 

 


