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7.1 Inclement Weather Policy 
 
In the event of existing or anticipated inclement weather, it is the intention of the City 
administration to maintain City operations to the extent that prudence and safety will 
allow.  Employees are expected to make a reasonable effort to conform to established 
work schedules. 
 
When the weather is determined to be inclement, the City may put into effect a liberal 
leave policy for all City employees.  Liberal leave allows the employees to determine 
whether or not the weather conditions are such that he or she can get to work that day. If 
the employee elects not to come to work, he or she must take a day of annual leave or 
compensatory time.  If such leave is not available, then the day will be charged to 
approved leave without pay.  Employees are expected to contact their supervisors and 
advise them they will not be at work within ½ hour of scheduled start of work.  
 
Employees who do attempt to get to work and arrive within one (1) hour of their normal 
starting time will be compensated for the entire day.  Employees who arrive later than 
sixty (60) minutes after their shift begins, will be compensated only for hours worked. 
 
In the event inclement weather occurs after the start of the workday and liberal leave is 
declared and the employee elects to leave work, he or she must take annual leave or 
compensatory time.  If such leave is not available, then the leave will be charged to 
approved leave without pay. 
 
The City Manager or his or her designees will determine when weather conditions justify 
curtailing or adjusting work schedules.  Department heads will maintain normal work 
schedules unless authorized to alter such schedules by the City Manager or his or her 
designee. 
 
In the event that the City Manager or his or her designee deems it appropriate to close 
City facilities or effect a liberal leave policy, he or she will communicate the necessary 
information to employees and the community via the following sources after 5:00 a.m.: 
 
  Television:  Channels 4, 5, 7, 8 and 9  
  Radio:   WTOP – 1500 AM / 107.7 FM 
      
The City of Manassas inclement weather telephone number is (703) 257-8007. 
 
7.1.1 City Offices Closing 
 
Should the City Manager close the City offices for an entire day, employees meeting the 
following criteria will be paid administrative leave for the day: 
 

a. Must have been a regularly scheduled workday for the employee; and  
 
b. Must have worked or been on approved leave both the scheduled work day 

before and after the closing. 
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If an employee was on pre-approved leave, they are paid the administrative leave on that 
day and not the leave granted. 
 
Those employees not regularly scheduled to work for that day will not be paid the 
administrative leave. 
 
All essential employees as defined in Section 7.1.3 below are required to work when City 
offices are closed.  In addition to the administrative leave, essential employees who are 
regularly scheduled to work will be compensated for all hours worked during closure at 
one and one-half times their hourly rates for all non-exempt employees and at rates 
specified for exempt employees according to Section 2.11.  Essential employees who are 
not regularly scheduled to work, but are required to report to work, will be compensated 
for all hours worked during closure at one and one-half times their hourly rates for all non-
exempt employees and at rates specified for exempt employees according to Section 
2.11.   
 
If the City Manager elects to close the City offices at any time during the work day, the 
following rules will apply: 
 
 i)  Employees who are at work when the closing takes place will be compensated 

for the hours actually worked that day, plus administrative leave for the hours in 
which the office was closed, assuming they were regularly scheduled to work 
those hours. 

 
 ii) Employees who have not come to work will not be compensated except through 

the use of annual or compensatory leave. 
 
7.1.2 Part-Time and Temporary Employees 
 
Should the City Manager or his or her designee announce a liberal leave policy, part-time 
and temporary employees who do not come to work will not be compensated except 
through the use of annual or compensatory leave. 
 
If City offices are closed for an entire day, these employees will be compensated with 
administrative leave for the number of hours they were scheduled to work that day.  If 
they were not scheduled to work, they will not be paid. 
 
If City offices open late or close early, these employees will be compensated for the hours 
actually worked that day, plus administrative leave for the hours in which the office was 
closed, assuming they were regularly scheduled to work those hours.   
 
7.1.3 Essential Employees 
 
Should the City Manager or his or her designee announce a late opening or an early 
closing due to inclement weather, the City recognizes that some employees must work.  
Those employees who must work are considered "essential" workers and must continue 
to perform their jobs for the safety and security of the citizens. 
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Normally, the following employees are considered "essential": 
 

Police   Information Technology*  Sewer Department* 
Fire   Electric Department*  Public Works Department* 
Rescue  Water Department*   Airport* 

 
* The consideration as essential may or may not apply based on the type of weather 

problem.  In all cases, the City Manager or his or her designee will make the final 
decision as to whether or not a job is considered essential based on the circumstances 
at hand. 

 
7.2 Solicitation 
 
In order to establish a professional working environment and to protect employees from 
distraction or harassment, the City of Manassas prohibits all distribution of literature, 
solicitation or sale of any kind by individuals not employed by the City. 
 
The distribution of literature, solicitation or sale of any kind by City employees during 
working time or at the work location is prohibited.  Working time includes all time when 
employees have work tasks to perform. 
 
7.3 Gratuities 
 
It is the policy of the City of Manassas that its employees not solicit or accept any 
gratuities.  It is expected that they should comply with the provisions and ethics in the 
Virginia Public Procurement Act (Article 4, Chapter 7, Title II, Sections 11-72 through11-
80 of the Code of Virginia (1950)), as amended, and the Virginia State and Local 
Government Conflict of Interest Act (Article 2, Chapter 40.1, Title 2.1, Section 2.1-639.4 
of the Code of Virginia (1950)), as amended. 
 
Employees shall not under any circumstances solicit or accept directly or indirectly any 
gift, gratuities, loan, fee, service or any other thing of value arising from or offered 
because of City employment or which may tend to influence directly or indirectly the 
actions of said employees or any other employee in any matter of City business. 
 
Any unauthorized gift, gratuity, loan, fee, reward or other items falling into any of these 
categories coming into the possession of any employee shall be forwarded to the 
Department Head for disposition.  A written report explaining the circumstances 
connected with the gift will be submitted without delay. 
 
7.4 Outside Employment and Conflict of Interest 
 
An employee shall not engage in any employment, activity or enterprise which has been 
or may be determined to be inconsistent, incompatible or in conflict with the duties, 
functions or responsibilities of City employment. 
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No employee holding a full-time position shall hold any other position in any government 
jurisdiction or in private employment when such other position may have the effect of 
reducing the efficiency of the employee, or creating a conflict of interest, or the 
appearance of a conflict of interest. 
 
Employees accepting any off-duty employment or engaging in any self-employed activity, 
without approval, shall be considered in violation of City policy and subject to disciplinary 
action.  Employees are responsible for obtaining written approval from their supervisor by 
submitting the completed form “Outside Employment Authorization” located at the end of 
this section of the Employee Handbook.  Once the Authorization has been approved by 
the supervisor, the form is then forwarded on to the Department Head and the Finance 
and Administration Director or designee for final approval. 
 
The foregoing provisions for secondary employment shall not relieve any employee of the 
City from the responsibility to be available and respond to a call for active duty at any 
hour.  Police officers are governed by a general order on this subject. 
 
7.5 Political Activity 
 
It is the intent of the City Council that all employees of the City shall be protected 
against any unwarranted infringement of their rights as American citizens to vote as they 
choose, to express their opinions as private citizens, and to join political organizations. 
 
It is the further intent of the City Council that City employees shall be free from 
political influence in the impartial execution of laws and government programs. 
 
Nothing contained in this policy shall be interpreted to apply to members of 
boards, commissions, or advisory committees. 
 
The active involvement of any employee under the direct supervision and control of 
the City Council in a local political party or committee is hereby prohibited. 
 
No person occupying a position compensated in whole or in part with money 
appropriated by the City Council shall engage in or conduct political activities on City 
property or during assigned work hours.  Employees shall not use locality phones, cell 
phones, computers and related devices to carry out political activities as defined in § 
15.2-1512.2 of the Code of Virginia.  Political activities include, but are not limited to: 
 

 Voting; 

 Registering to vote; 

 Soliciting votes or endorsements on behalf of a political candidate or political 
campaign; 

 Expressing opinions, privately or publicly, on political subjects and candidates; 

 Displaying a political picture, sign, sticker, badge or button;  

 Participating in the activities of, or contributing financially to, a political party, 
candidate or campaign or an organization that supports a political candidate or 
campaign; 
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 Attending or participating in a political convention, caucus, rally, or other political 
gathering; 

 Initiating, circulating or signing a political petition; 

 Engaging in fund-raising activities for any political party, candidate or campaign; 
or 

 Acting as a recorder, watcher, challenger or similar officer at the polls on behalf 
of a political party, candidate or campaign; or 

 Becoming a political candidate. 

 
The Policy shall be interpreted by and enforced by the City Manager in accordance with 
the adopted Personnel Policy. 
 

7.6 Official Human Resources File Policy 
 
The purpose of this policy is to establish an official Human Resources file and to provide 
a procedure governing the access, dissemination and purging of information contained 
within this file. 
 
The official Human Resources file shall be defined as the employment file containing 
personal information relevant to the individual's employment which is maintained by the 
City Manager or his or her designee. 
 
The official Human Resources file shall be the only file which is to be considered official 
and complete in matters related to wage and salary, employee selection, employee 
relations and arbitration hearings.  Information pertaining to any personnel-related aspect 
of employment (e.g., letters of reprimand, letters of commendation, unemployment 
compensation requests, etc.) shall be contained within the file. 
 
The access, dissemination, and purging of information contained within the file shall be in 
accordance with the Privacy Protection Act of 1976 and the Virginia Freedom of 
Information Act. 
 
The following individuals shall be designated as having regular access to the official 
Human Resources files: 
 

 The City Manager, the Finance and Administration Director or designee and 
their immediate staffs, and the City Attorney; 

 

 Federal, State, or local law enforcement agencies which have subpoena power 
during the investigation of a violation or potential violation of the law, to the 
extent such files relate to a matter before that agency. 

 
The following individuals shall be designated as having regular access to a limited 
number of the official Human Resources files: 
 



[6-1-10 Revision] 

 7-6 

 Individual employees or former employees shall have regular access to their 
own personnel file after having satisfactorily demonstrated their identity.  
Individuals must submit a written request.  Request will be honored within 72 
hours of its receipt. 

 

 Department heads shall have regular access to the official files of employees 
under their authority only. 

 
All official Human Resources files shall be reviewed in the presence of a member of the 
Finance and Administration Director or designee's staff. 
 
There shall be no dissemination of any personal information contained within the official 
personnel file to any individual organization not having regular access unless authorized 
by law or unless a Voluntary Release of Information Form has been completed both by 
the employee and the requesting individual agency. 
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TO:  Human Resources Department 

 

RE:  Outside Employment  

 

 

 

I hereby authorize my employee, ________________________________, to accept the position 

of ________________________________________________, outside the City with 

_________________________.  The foregoing position shall not affect the efficiency of the 

employee, or create a conflict of interest, or the appearance of a conflict of interest. 

___________________________________   

SUPERVISOR   DATE 

 

 

___________________________________  

DEPARTMENT HEAD  DATE 

 

 

___________________________________  

PERSONNEL    DATE 

 

 

___________________________________  

CITY MANAGER   DATE 

CITY OF 

MANASSAS 
 

OUTSIDE 

EMPLOYMENT 

AUTHORIZATION 
 


