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PART 1: POLICY STATEMENT 
 
1.0 POLICY STATEMENT 
 
 During periods of adverse weather, Falkirk Council aims to continue to deliver services 

and keep offices open where possible to safely maintain and support the community and 
vulnerable individuals.  

 
 It is recognised, however, there may be circumstances where employees are, or could be, 

prevented from attending their workplace, or prevented from returning home, as a 
consequence of adverse weather conditions. 

 
 This policy is intended to assist managers in implementing a sensible and caring approach 

to individual employee circumstances whilst balancing this against the need to maintain 
the provision of services, particularly at times of adverse weather. 

 
PART 2: PROCEDURE 
 
2.1 INTRODUCTION 
 
 During periods of adverse weather, Falkirk Council must continue to provide services to 

the public and, in certain areas, it is recognised that the demand for Council services 
increases as a consequence of the adverse weather conditions. 

 
 Employees have a responsibility to report for work.  In the event of adverse weather, all 

employees will continue to be expected to make every effort to report for work, 
including attempting to travel by alternative means than those used in normal weather 
conditions. 

 
 Adverse weather can impact on working conditions, especially where employees are 

required to travel at work. In such circumstances, appropriate measures require to be 
implemented to manage any increased risk to employees. 

 
  It is also recognised that there may be occasions where employees are prevented from 

attending their workplace or prevented from returning home as a consequence of the 
weather conditions. This policy is intended to provide guidance to ensure all such 
situations are managed consistently across the Council, whilst minimising the impact on 
service delivery.   

 
2.2 SCOPE 
 

This Policy applies to all Falkirk Council employees. 
 
 
2.3   DEFINITION 
 

Adverse weather is defined as weather conditions which have unusual consequences and 
which affect working conditions, prevent staff getting to work, or cause significant 
problems for staff getting to and from work. 
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This can include snow, ice, fog, floods or high winds which render travel extremely 
hazardous. ‘Extremely hazardous’ is defined as conditions in which the Police and/or 
appropriate motoring organisations advise the public not to make unnecessary journeys or 
not to travel at all unless necessary. 

2.4   PROCEDURE 
 
2.4.1    Communication 

 
The Meteorological Office co-ordinates and publishes a recognised Weather Alert 
System.  These alerts are circulated to specific individuals within Falkirk Council which 
are then cascaded across the organisation and are also placed on the intranet for general 
information. This information is also published on broadcast news and weather services.  
 
Each Service must have a system in place to cascade relevant weather alerts across the 
Service. This must include early dissemination of the information to those managing and 
planning home/site visits or travel in such weather conditions. The procedure will ensure 
that weather alerts are passed on to relevant managers, teams and employees who are 
required to carry out such visits/ travel and provide advice on how the different alert 
levels within each work area will be assessed and managed. 

 
2.4.2 Alert Levels 

 
Managers will be expected to monitor and respond to different alert levels as follows: 
 

• Yellow warning -  means that the Met Office are monitoring the developing 
weather situation and managers will require to monitor the latest forecast and be 
aware that the weather may change leading to disruption of plans in the following 
hours/days.  

• Amber or Red Warning - where there is an increase in the alert status to amber 
or to red the Service must review working arrangements in light of these 
changes. In situations where the weather deteriorates/ increased alert status, 
alternative arrangements may require to be put in place for site / home visits to 
manage any increased risk to employees.  

 
Services have a responsibility to determine the priorities for delivery of the Service in line 
with the Business Continuity Plan in times of adverse weather.  Service Managers must be 
clear on what each team member’s role is in times of adverse weather and an assessment 
on where individuals should be deployed should be made on the needs of the Service, the 
skills profile of each team member and the requirements on that particular day.  Each 
Service should identify an Adverse Weather Co-ordinator – this will normally be the 
team member who is on the Incident Response Team.  This individual will be the contact 
point to assist with the deployment of staff on days of adverse weather.  Service priorities 
may change dependent on the duration of the adverse weather.  
 
In terms of deployment, in assessing the risk to employees travelling during periods of 
extreme weather, where a decision is taken to withdraw visits or implement business 
continuity measures, all team members must be notified/ recalled to a safe location. The 
procedure within each Service, must ensure the process can be implemented quickly and 
efficiently where required. 
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2.4.3 Risk Assessment 
 
Services must ensure that Risk Assessments are in place to cover driving at work and that 
any change in weather alert status is identified in the control procedures.  
 
Managers who are responsible for peripatetic workers or employees who are required to 
carry out site/ home visits/ travel shall ensure that there is a procedure to manage the 
weather alerts in the planning of such visits.   Managers must ensure that necessary 
training is implemented to ensure clear understanding of the process and risk assessment 
arrangements.  
 
Managers shall ensure that employees are aware that if in the course of their visits/ travel 
they have concerns regarding deteriorating weather conditions they should contact their 
designated manager or in rapidly deteriorating conditions they should return to their 
office or a safe location and let their designated manager know their status. 
 
Local conditions may not reflect the weather warning conditions therefore it is important 
to take account of known variables in weather e.g. high ground with potential for snow 
or areas that are known to have flooding issues. As these are variable conditions, Risk 
Assessments should be reviewed to reflect the conditions.  The outcome of these 
assessments should be retained and be available to be viewed by  employees.  Relevant 
information should be passed on to all members of the team.  
 

2.5       REPORTING FOR WORK 
2.5.1 Preparation For Adverse Weather Travel 

The responsibility for ensuring attendance at work lies with each individual employee.  In 
the event of exceptionally adverse weather, all employees will be expected to make every 
effort to report for work, including attempting to travel to work by means other than 
would be usual in normal weather conditions or to make use of the Council’s mobile and 
flexible working options where relevant to their role. Where adverse weather is 
predicted, employees should make reasonable preparations.  This might include allowing 
additional travelling time, planning alternative routes or even arranging to stay overnight 
with friends or family. Consideration may also be given to car sharing if this is safe and 
possible. Employees can access the Tripshare Falkirk website at the following link 
http://www.tripsharefalkirk.com.  This website allows people to register and see who 
else in Falkirk Council is travelling from the same area. 

Employees should assess whether it is safe and reasonable for them to travel to their own 
place of work. It is not possible to specify what constitutes ‘unreasonable’ to travel, 
however this may include where an employee would require to use a succession of public 
transport modes or where, if public transport is not available, the office is not within 
walking distance given the prevailing weather and road conditions.   

On attendance at work, employees may be asked to assist with the delivery of essential 
services to ensure these keep running. In the event of snow, this may include assistance 
with snow clearance on a voluntary basis; employees should therefore come to work 
appropriately dressed for the weather conditions and to enable assistance where necessary 
and appropriate. 
 
If the nature of an employee’s work affords the opportunity for them to work at home, 
and it is considered more appropriate for them to undertake this work rather than assist 
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with the delivery of essential services, employees should ensure that they take sufficient 
and appropriate work home with them in case they are prevented from attending work 
due to adverse weather (See section 2.5.2). 

 
2.5.2 Unable to report for work 
 

Where it is unsafe or unreasonable for an employee to travel to their normal place of 
work/an alternative work location or to homework, they must contact their line manager 
by telephone as early as possible on the day in question and on a daily basis if the weather 
conditions persist thereafter. They must advise their line manager of their non-attendance 
and the reasons preventing their travel. Employees should review their position as the day 
progresses and report for work if travel arrangements improve over the course of the 
working day. 

 
Managers should satisfy themselves as to the legitimacy of the reasons for non-attendance. 
Such consideration could include; 
 

• Making enquiries on the availability on public transport to/from the area and/or 
requesting information about road conditions from such sources as the 
Automobile Association/Royal Automobile Club;  

• Any announcements made by Police Scotland about the condition of roads and 
their suitability for travel purposes;  

• Whether other residents in the same area have had success in attending their 
place of work; and  

• Whether the employee has any special requirements which may impact on their 
ability to report for work and for which, reasonable adjustment is required. 

 
Where satisfied that an employee’s reasons for not attending their workplace are 
legitimate, the line manager should give consideration to: 
 

• The nature of the work undertaken; 
• Whether it is appropriate for the employee to work from home if they don’t 

normally do so and if so, ensure that sufficient work can be allocated; 
• Whether it is possible for the employee to report to a Council building closer to 

home and to undertake some meaningful work; 
• Whether alternative working patterns may be appropriate in the short term e.g. 

for the employee to work compressed hours over the course of the working 
week. 

 
Where none of the above applies, the line manager should discuss and agree the use of 
annual leave, flexi leave or unpaid leave with any employee unable to report for work. 
Alternatively, where work is available, employees can work additional hours to make up 
lost time.  
 
If adverse weather occurs towards the end of an annual leave year, employees may be 
permitted to use annual leave from the following year’s entitlement and also excess flexi 
leave. 
 
The above considerations are explained in more detail below. 
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2.5.3 Home Working 
 

Where it is unsafe or unreasonable for an employee to travel to their normal place of 
work and the nature of their work affords the opportunity for them to work at home, 
they should arrange to do so. Employees should therefore ensure that they have access to 
sufficient and appropriate work at home in case they are prevented from attending work. 
 
Where employees are able to home work, they must still contact their line manager by 
telephone as early as possible on any day that they are prevented from attending work and 
on a daily basis if the weather conditions persist thereafter.  They must continue to liaise 
with their manager to advise of their situation and the reasons preventing travel, where 
attendance at the workplace is their normal working arrangement. In such circumstances, 
employees should review their position as the day progresses and report for work if travel 
arrangements improve over the course of the working day. 

 
2.5.4 Reporting To An Alternative Workplace/Employees Undertaking 

Alternative/ Additional Work 
 

In some cases, it may be appropriate for the employee to report to an alternate 
workplace.  In doing so, the manager must ensure that the relevant accommodation is 
available and meaningful work can be undertaken. 
 
If this is the most appropriate option for employees, they must remember to take their 
Falkirk Council ID card.  This must be discussed and agreed with the line manager in 
advance. 
 

Given the increasing demands for some services during periods of adverse weather, 
employees reporting for work may be asked to help out with other services particularly 
affected by the weather, possibly undertaking alternative duties on a voluntary basis. 
Business Continuity Plans may be implemented which will identify essential services and 
the resources required.  For example, non-emergency work may be placed on hold and 
resources allocated to assist with the clearing of roads and footpaths, or supporting and 
assisting vulnerable individuals within the community. 

Where there are increased absence levels in critical areas, employees may be asked 
whether they are willing to work additional hours with compensation agreed, as 
appropriate, in line with the Council’s conditions of service. 

 

2.5.5  No Special Leave  

In the event that the adverse weather conditions occur during the course of the working 
day, employees should be sent home at the discretion of the Line Managers where there is 
clear evidence that the individuals will encounter substantial difficulty in reaching their 
own home at reasonable times. 

 
 The discretion exercised by Line Managers in this context inevitably means that some 

employees will be allowed home earlier than those who are unlikely to encounter 
difficulties. All such situations should be managed with care taking into account all of the 
circumstances of the individuals concerned. 
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Only in exceptional circumstances, where the Chief Executive authorises a complete 
closure of Falkirk Council buildings, will all employees be permitted to leave their places 
of work before the normal finishing times (See section 2.5.6).  This necessarily means 
that, unless so authorised, sufficient people should be requested to remain in post to 
provide a skeleton service during normal working hours. In the event that a school is 
closed to pupils, teachers will be expected to follow guidance under 2.5.2 and 2.5.3, 
although working from home may be restricted to the time required to carry out work 
normally undertaken during non-class contact time.  

 
Where an employee is required by their line manager to remain at work during the 
occurrence of adverse weather and is, as a consequence, unable because of the weather 
conditions to return home, appropriate arrangements will be made, where necessary, for 
overnight accommodation.  This must be approved the relevant Chief Officer  .  As an 
alternative, arrangements may be made to take the individual home.  All necessary 
expenses incurred by the individual employee in such circumstances will be reimbursed at 
a later stage in line with the Council’s conditions of service relating to subsistence. 
 

2.5.6  Special Leave 
 

The Chief Executive has the discretion to authorise full closure of Council buildings and 
apply special leave provisions in adverse weather situations.  Employees will be notified if 
this is the case and if this has not been communicated then it must be assumed that no 
special leave will be granted and guidance in Section 2.5.4 must be followed. 

 

In adverse weather conditions, the Chief Executive may corporately approve that 
managers may grant special leave to any employee, who has made a genuine effort to get 
to work but has been unable to do so due to weather conditions.  In such circumstances, 
where these weather conditions persist, the Council will review this decision on a daily 
basis based on the advice from the Scottish Government, Police and the Council’s 
Emergency Planning team. Where considered appropriate, the Council may revert to 
requiring individuals to take annual leave, flexi leave or unpaid leave as outlined above. 
This ensures fairness to employees who have made additional efforts and have been able 
to attend for work in difficult circumstances. 

   
Failure to notify the relevant line manager or an appropriate responsible person of non-
attendance within a reasonable period of time will prejudice an employee’s right to 
request that "special" leave be granted. 
 
Even in situations where special leave applies, all employees are still expected to make 
efforts to attend work and, where this is not possible, homeworking and working from 
alternate locations should be considered. 
 
During periods of adverse weather conditions and only where special leave has been 
corporately approved, it may be appropriate that normal starting and finishing times for 
the employees are, where appropriate, waived.  In such circumstances, line managers will 
require to approve the appropriate method of crediting employees who, because of the 
weather conditions, have been unable to complete their normal work period e.g. 
crediting their flexi for the time taken additional to their normal day’s journey to 
complete their journey to work (subject to the limit of their normal working day i.e. 7 or 
7.4 hours).  
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Where the Chief Executive authorises the early closure of Council buildings, employees 
should be credited for a normal finishing time e.g. credited until 5pm. 

 
2.5.7 Caring for Dependents 

 
Where schools are closed at short notice due to adverse weather or there are other 
increased demands placed on employees with carer’s responsibilities for dependents, 
consideration should be given to carer’s leave in line with the Council’s Family Leave 
Policy. Carer’s leave is intended to deal with emergency and unforeseen situations and to 
allow time to make alternative arrangements. Managers are required to assess each case 
individually, on each day that adverse weather continues, in line with the Family Leave 
Policy. 

 
Carers should consider on-going weather forecasts and make advance arrangements 
where possible.  

 

PART 3:  REVIEW 
 
3.0 Review 
 

The Head of Human Resources & Business Transformation will review this policy as per 
the agreed Human Resources Policy Review Timetable in conjunction with Service 
Directors and Trade Unions.  

 
This Policy has been Equality Impact Assessed and no adverse impact has been identified. 
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Appendix 1 - FREQUENTLY ASKED QUESTIONS 
 
Am I entitled to special leave if I am not able to get to work because of bad 
weather? 
 
No.  You must use annual leave, flexi leave or unpaid leave.  Alternatively, where work is 
available, your line manager may agree that you can work additional hours at a later date to make 
up lost time. This is the case no matter what has prevented you from being able to attend work 
because of bad weather, e.g. no public transport, inability to walk due to excess snow.  
 
The only exception to this is where the Chief Executive has approved Special Leave on a Council 
Wide basis. 
 
What are my options if I work in a school and can’t use annual or flexi leave if I am 
unable to get to work? 
 
Teachers and school based staff may report to their nearest school if unable to report to their 
normal work location.  If this is not possible, your Head Teacher may agree that you can work 
from home or plan additional work in the future which would allow you to make up the time.  If 
none of this is possible, the only remaining option is to request unpaid leave. 
 
Am I entitled to special leave if I have had to take days off work to look after my 
children as a result of school closures? 
 
The Council, along with other authorities, will endeavour to keep schools open. If the school 
closure was unforeseen, consideration may be given to carer’s leave in line with the Council’s 
Family Leave Policy. Carer’s leave is intended to deal with emergency and unforeseen situations 
and to allow time to make alternative arrangements. Managers will be required to assess each case 
individually in line with the Family Leave Policy. 
 
Can I work from home if I cannot get to work?  
 
If this is normally an option for your job then this should be considered. Where this is not 
normally possible for your job, you must agree this with your line manager. Your line manager 
will determine whether the nature of your work allows for homeworking and whether there is 
sufficient work which can be allocated to allow you to work from home, either for part of or all of 
a day.   If this is a possibility you should ensure that you take sufficient and appropriate work 
home with you in case you are prevented from attending work. 
 
I am losing flexitime because it is taking me longer to get to work because of the 
bad weather and I have been leaving earlier.  Should I not receive a standard day’s 
credit since I have made an effort to attend work? 
 
For employees on the Flexi-time scheme, actual attendance hours should be recorded.  Managers 
can agree to allow employees to leave early if they are worried about transport home, but 
additional credited hours will not be given.  If the Chief Executive has authorised a full closure 
and special leave is being applied then you will be credited for attendance until your normal 
finishing time. 
 
 

Page 10 of 10 


	FALKIRK COUNCIL
	ADVERSE WEATHER POLICY
	INDEX

	PROCEDURE
	Appendix 1 - FREQUENTLY ASKED QUESTIONS
	Am I entitled to special leave if I am not able to get to work because of bad weather?
	Can I work from home if I cannot get to work?

