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                                  POLICY AND PROCEDURE MANUAL

INCLEMENT WEATHER AND SCHOOL CLOSURE POLICY
To outline guidelines for notification of staff, school administrative personnel and parents in case of school closure due to inclement weather.

Guidelines:

1.
The Director will ensure that an up-to-date client list is provided to school administrative personnel including the Principal and the Secretary.  The client list will also be provided to officers of the Board of Directors and staff.
2.
It is the responsibility of the school administration to notify the designated Supervisor of the Program as soon as possible when the Toronto Board of Education closes schools.  
            NOTE:  When the school is closed by the Board, any tenants must also vacate the premises.  Hence, the Program may not accept children for care and shall remain closed until the school is reopened.

3.
Upon receiving notification of closure, the designated Supervisor will contact in priority order:


1)  Other Program staff


2)  Chairperson of the Program

3)  Parents

4.
To assist the school administration, the designated Supervisor will contact the parents of children in the Program to advise the school has been closed and that the Program may not operate.

5.         All parents must come and pick their child up at the Program as soon as they have been    notified.  If a parent cannot pick up a child, they may send someone on their emergency contact list.

REVISED
APRIL 2015

[image: image1.jpg]