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INTEROFFICE MEMORANDUM from Mayor Nathan Dial
Town of Estancia Inclement Weather Policy

General:
During inclement weather, it is the responsibility of the individual employee to report to work as close as possible to normal work time.  As the nature of a public employee is to serve the public, the Town of Estancia is determined to provide friendly customer service and be available to answer questions and be available to the public.  

Applicability:
Delays and early release will not pertain to employees whom are required to work to provide public safety.  These would include: Fire/EMS Chief and volunteers, Police, Public Works.  The Department Head will be responsible for specific scheduling.  

Policy/Procedure:
For the purpose of providing consistency, when the Estancia Municipal Schools are closed for inclement weather, the Town of Estancia offices will follow the Estancia School schedule.

If in the event an early release is necessary due to inclement weather, the Town of Estancia will follow the schedule of the Estancia Municipal Schools.  If the Estancia Municipal Schools are not in regular session and a determination must be made for a delay or early release because of inclement weather, that decision will be determined by the Mayor and will be communicated through the respective department heads.  

Employees, who are required to report/remain at work for the health and safety of the public, will remain at their regular rate of pay or comp time as the personnel policy outlines. A 1 (One) day credit for future use of administrative leave will be granted to essential Public Works and Police Department essential employees if this policy is implemented for non-essential employees. 

Leave status for the purpose of this policy will be: “Administrative Leave for Inclement Weather”.  

When an employee chooses not to report to work for the entire day, the employee will be required to take: Annual Leave or Comp Leave for the entire eight (8) hours.    

Employees who have already been approved for leave cannot substitute administrative hours for the time of closure or delay.  

Because it is impossible to know the road conditions that each employee may encounter, it is the employees’ responsibility to determine and use his/her judgment when making the choice of reporting to work.  

image1.png
Hew Fexicg Toivn of Estancia

Post Office Box 166
Estancia, NM 87016

(505) 384-2708
FAX (505) 384-2267




