makes it impossible for the employee to continue working (i.e., the travel assignment
requires frequent contact with the Central Office or Regional office) employees should
contact their supervisors by phone or E-mail to discuss their workload. [f their workload
is not sufficient to account for the number of hours in their workday, employees will be
granted administrative leave to the extent necessary to fulfill their work requirement for
the day.

. Office Employees on Official Travel to the Affected Office.

When an office employee is on official travel to a worksite and the worksite closes they
should contact their supervisor by phone or Email to discuss their workload. If their
workload is not sufficient to account for the number of hours in their workday, the
employee will be granted administrative leave to the extent necessary to fulfill the day’s
work requirement.

. Teleworking Employees.

Regular Telework: When the Central or Regional office closes employees who are on
an approved regular telework arrangement consistent with Article 13 of the Collective
Bargaining Agreement and working at an alternative worksite are expected to continue
working.

Employees scheduled to telework on the day of the announcement are expected to
begin telework on time or request unscheduled leave.

When there is an emergency but the Central or Regional office remains open,
employees scheduled to telework are expected to continue working.

On a case-by-case basis, employees may be granted administrative leave for
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