Additional Holiday March 8, 2010

In a memo sent on Friday, December 18 from Wayne Turnage, Chief of Staff for
Governor Kaine, state employees were granted an additional eight hours of time off
to be used on December 31, 2009. JMU is a state agency that operates on an alterna-
tive holiday schedule and had already scheduled a holiday on that date. As a result,
JMU will use the additional eight hours on Monday, March 8, 2010 during the
week of spring break. To view the complete 2010 University Holiday Schedule,

please visit http://www.jmu.edu/humanresources/benefits/holiday.shtml.

Inclement Weather Policy Information

The university’s policy regarding inclement weather is available at http://www.jmu.edu/IMUpolicy/1309.shtml. This policy

should answer most questions regarding what to do in the event of inclement weather, particularly regarding leave. To further
clarify, more details follow:

DESIGNATED STAFF
The policy specifically addresses procedures for those personnel who have been identified as Designated Staff. This memo re-
gards Non-Designated Staff only.

WHEN THE UNIVERSITY OPENS LATE

Employees are expected to be at work on time. However, when conditions create transportation difficulties that result in late
arrival of employees, supervisors may authorize up to two hours of such lost time as an authorized absence not charged as leave.
Supervisors should decide each case on its own merits. Supervisors do not have the authority to allow for more than two hours
authorized absence. Any time over two hours must be charged to the employee's leave balance or as leave without pay.

Employees who are allowed to leave work prior to an announcement of an early closing must charge the difference between that
time and the official closing time to leave balances or leave without pay.

WHEN THE UNIVERSITY IS OPEN
Any time the university is open, employees should report to work as scheduled unless prior arrangements

have been made. Supervisors may not excuse an employee who is otherwise scheduled to report
to work simply because of weather or road conditions. Absences in such a circumstance
(noting the two-hour time frame above) should be recorded to leave balances or leave
without pay.

WHEN THE UNIVERSITY IS CLOSED
To be eligible for pay, employees must work or be on paid leave the work day
before and the work day after the authorized closing.

If you have questions about how to manage the inclement weather policy
in your unit, please contact Krystal Smith, Leave Coordinator, at 568-3974
or smithkf@jmu.edu.



http://www.jmu.edu/humanresources/benefits/holiday.shtml
http://www.jmu.edu/JMUpolicy/1309.shtml
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Pedestrian & Driver Safety
Department of Human Resource Management http://www.dhrm.virginia.gov/

More and more state employees are walking every day to help the

Walking
Be safe. Stand clear of obstacles
so drivers can see you,

Be smart. Look left, right and left again
before crossing a street.

Be seen. Make yourself visible to drivers
and watch for turning vehicles.

environment or to improve their health. Whether you are walking or
driving, always think safety first. The websites at the links below offer
helpful information regarding pedestrian and driver safety.

Pedestrian Safety
Driving Department of Motor Vehicles
Ve Be aware. Scan your surroundings . . c L.
{a Ealtines, Y 9% | American Automobile Association
TP Be responsible. Yield to
W= hedestrians at crossings.
Be patient. Always be prepared Driver Safety
1d i Road Trip America
National Safety Council

dhrm

Source: The Pedestrian and Bicycle Information Center (PBIC):

In the past year, additional safety features have been added to JMU’s campus crosswalk signals and traffic
lights, including pedestrian crossing phases and delayed green left turn signals at several frequently traversed
intersections.

According to Lee Eshelman, JMU’s Traffic Demand Manager, more safety features will arrive on campus in the near
future. Keep an eye out for new resources to help pedestrians, drivers and cyclists navigate campus, as well as additional
lighting and emergency call boxes.

Dollars and Sense

from Payroll Services

Payroll Services would like to thank everyone for a GREAT 2009,
and we are ready to serve you in 2010.

2009 W-2’s will be mailed to your home address recorded in J-ESS.
The target date for mailing is Thursday January 14. W-2’s will not be
mailed to JMU addresses.

The 2010 Payroll Deadline Calendar has been adjusted. Please pay
close attention to the change made to Pay Run ID P05. The deadline
dates had to be moved due to the addition of the March 8, 2010 holiday .



http://www.jmu.edu/payroll/
http://www.jmu.edu/payroll/calendar.shtml
http://www.dhrm.virginia.gov/
http://www.dmv.virginia.gov/webdoc/safety/programs/pedestrian/index.asp
http://www.aaamidatlantic.com/Foundation/CommunityPrograms/PedestrianSafety
http://www.roadtripamerica.com/DefensiveDriving/Drive-Safe-With-Uncle-Bob.htm
http://downloads.nsc.org/pdf/factsheets/Driving_Defensively.pdf

Training Requirement for Supervisors of Classified Employees

Have you attended grievance procedure training? It’s mandatory. The Commonwealth of
Virginia requires supervisors of classified employees to be trained in the Commonwealth’s
grievance procedure.

Supervisors may choose one of these training options:
AA classroom trainingession facilitated by the HR Service Center
Visit http://www.jmu.edu/training/development/ for dates, times and locations
and to register for “Understanding and Using the Grievance Procedure”
Course # TD1151; or
AAn online grievancerocedure training through the Department of Employment Dispute Resolution
This training is available at http://www.edr.state.va.us/training on line.htm.
o Print the certificatehat contains your final score
0 Write your name anBeopleSoft ID number on the certificate
0 Mail to CathyThomas, Employee Ombudsperson, at MSC 7009 or fax to Cathy’s attention to 87916

For further information, please contact Cathy Thomas, Employee Ombudsperson, at 83967 or thomasce@jmu.edu.

VSDP Leave Buckets Replenished January 10, 2010

Employees currently enrolled in VSDP receive Sick Leave and Family/Personal leave on January 10 each year, based on their
total months of state service, excluding periods of leave without pay, except for Temporary Work Force Reduction, Layoff,
and Military Leave.

Employees receiving an STD or LTD disability benefit on January 10 will not receive Sick or Family/Personal leave credits until
they are released to “active employment”.

To review the entire Virginia Sickness and Disability policy, refer to DHRM Policy Number 4.57 Virginia Sickness and
Disability Program at http://www.dhrm.state.va.us/hrpolicy/web/pol4 57.html.

VSDP Leave for Current Full-Time Employees
Months of Service Sick Leave Hours/Days Family/Personal

Less than 60 64 (8 days) 32 (4 days)
60 to 119 72 (9 days) 32 (4 days)
120 or more 80 (10 days) 40 (5 days)

Note: Due to the holiday break and the delay of leave updates, the new VSDP bucket of Sick and Family/Personal leave will
not appear in J-Ess until the end of January. However, both leave types are available for use beginning January 10, 2010.
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